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This  manual  serves  as  a comprehensive  guide  for  Library  of  Congress  staff 
responsible  for  accessioning  serial  receipts  into  the  Library's  principal 
serial  record  file.  It  addresses  the  procedures  peculiar  to  a single 
library  and  is  not  intended  as  a general  guide. 

Serial  check-in  at  the  Library  of  Congress  is  an  awesome  task,  complicated  by 
aged  manual  files,  multiple  sources  of  receipt,  materials  in  many  languages, 
and  a myriad  of  procedures.  This  manual  explains  the  why's  and  how's  of 
accessioning  for  new  employees  as  well  as  those  with  years  of  experience. 

The  majority  of  LC's  serials  holdings  are  maintained  in  the  serial  record,  a 
visible  and  3X5  card  file,  housed  in  the  Serial  Record  Division.  Of  the 
approximately  850,000  entries,  about  130,000  are  for  currently  received 
titles.  Entries  are  mainly  in  catalog  form  and  at  least  four  sets  of 
cataloging  rules  have  been  applied  to  create  these  entries  over  the  years. 

Approximately  6,000  serials  are  received  daily  by  the  Processing  and 
Reference  Section;  these  include  titles  in  the  Roman,  Cyrillic,  Hebraic, 
and  Greek  alphabets.  After  initial  sorting  by  letter  the  staff  of  the 
Accessioning  Unit  processes  those  pieces  for  which  an  entry  is  located  in  the 
file.  Hie  establishment  of  new  serial  record  entries,  the  recording  of 
bound  holdings,  and  other  editorial  updating  is  performed  by  other  units  and 
is  not  explained  in  this  manual. 

Hie  manual  consists  of  three  parts.  The  first  part  defines  a serial,  LC's 
treatment  of  serials,  and  the  various  parts  of  the  serial  record.  It  also 
explains  the  types  of  entry  used  and  defines  various  search  strategies.  The 
four  sources  of  receipt  are  explained  along  with  the  stamps  used  for  each. 
Finally,  the  basic  procedures  for  accessioning  are  outlined,  according  to 
the  type  of  serial  in  hand. 
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Specific  procedures  for  handling  difficult  and  problem  materials  are  given 
in  Part  II.  A special  section  defines  specific  types  of  materials  and  the 
procedures  for  accessioning  them.  Included  are  cumulative  indexes,  series, 
and  rare  books. 

Part  III  includes  a glossary  of  terms  commonly  used,  various  appendices,  and 
an  index.  Numerous  examples  have  been  added  throughout  the  manual  to 
clarify  the  text. 

This  manual  was  prepared  and  written  by  Jean  Ott,  Head,  CONSER  Minimal  Level 
Cataloging  Section.  Illustrations  and  editing  were  done  by  Bridgetta 
Jenkins,  Assistant  Section  Head,  Processing  and  Reference  Section. 
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1.1  INTRODUCTION 


The  Serials  Accessioning  Manual  explains  the  procedures  followed  for 
recording  serials  received  by  LC's  Serial  Record  Division  (SRD) . All  of  the 
guidelines  outlined  in  this  Manual  are  performed  by  SRD's  Processing  and 
Reference  Section  which  is  currently  comprised  of  five  units  (four  of  which 
perform  some  type  of  accessioning)  . This  Manual  attempts  to  provide  a 
comprehensive  guide  to  the  accessioning  function  performed  by  the  Section 
with  special  emphasis  on  the  activities  of  the  Accessioning  Unit. 

The  Processing  and  Reference  Section  is  one  of  seven  sections  in  the  Serial 
Record  Division  whose  major  function  is  the  maintenance  of  the  serial  record 
file.  The  other  sections  are  primarily  concerned  with  bibliographic  control 
of  serials  through  cataloging  and  input  of  titles  for  the  CONSER  Project, 
ISSN  and  key  title  assignments,  and  preparation  of  New  Serial  Titles.  (See 
organization  chart,  p.  4.) 

The  five  units  within  the  Processing  and  Reference  Section  and  their  primary 
duties  are  as  follows: 

Sorting  Unit  - Screens,  sorts,  counts,  and  distributes  incoming  serials  and 
identifies  possible  non-serials.  This  is  the  first  point  of  contact  for  a 
serial  received  in  the  Division. 

Accessioning  Unit  - Enters  into  the  serial  record  information  pertaining  to 
the  receipt  of  serials;  prepares  issues  for  the  bindery,  and  assigns  proper 
routings  and  assignments  according  to  instructions  on  the  serial  record 
entry. 

Editorial  and  Reference  Unit  - Enters  into  the  serial  record  information  on 
binding,  microform  holdings,  and  other  special  categories,  and  edits  and 
updates  the  file. 


1 


Search  and  Visible  File  Cataloging  Unit  - Searches  and  identifies  new  titles 
which  are  forwarded  to  the  Selection  Officer,  and  prepares  entries  for 
titles  not  given  MARC  cataloging. 

Maintenance  Unit  - Prepares  serial  record  entry  cards  for  titles  given  MARC 
cataloging;  files  all  new  serial  record  entry  cards;  performs  general 
maintenance  activities  for  the  serial  record. 

Materials  enter  the  Division  through  purchases,  copyright  deposits  or 
registrations,  and,  exchanges  and  gifts  from  other  libraries  and  individuals 
(See  diagram,  p.  5.)  These  receipts  may  be  continuations  of  existing  titles 
or  titles  new  to  the  Library.  All  new  titles  are  screened  by  a Selection 
Officer  assigned  specifically  to  serials  who  determines  whether  the  title 
should  be  retained,  number  of  copies  needed,  and  the  desired  level  of 
cataloging  to  be  performed. 

Serials  are  divided  into  two  basic  categories:  non-keep  and  keep  titles. 

Non-keep  titles  are  those  which  the  Selection  Officer  decides  not  to  retain 
for  the  permanent  collections.  These  are  processed  entirely  within  the 
Processing  and  Reference  Section.  Keep  titles  are  those  for  which  one  or 
more  copies  are  retained.  These  receive  some  form  of  MARC  cataloging  and 
must  travel  through  other  sections  in  SRD  before  returning  to  the  Processing 
and  Reference  Section  for  preparation  of  the  serial  record  entry  and 
accessioning . 

Cnee  serials  have  been  processed  by  the  Division,  they  are  forwarded  to 
custodial  areas  or  the  general  collections,  according  to  the  instructions  on 
the  serial  record  entry.  Current  issues  of  periodicals  are  housed  in 
reading  rooms  and  custodial  divisions  until  bound  or  discarded.  Serials 
complete  in  one  volume,  such  as  yearbooks,  are  sent  first  to  the  Bindery  for 
binding  and/or  labeling  and  then  forwarded  to  the  appropriate  reference  or 
stack  location. 
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Non-serials,  problem  titles,  and  those  not  recorded  in  the  serial  record  are 
forwarded  to  the  appropriate  section  -or  division  for  investigation  or 
processing . 

Thus,  the  process  of  accessioning  is  vital  to  the  overall  processing  of  the 
serial.  It  is  at  this  point  that  determinations  are  made  as  to  the  source 
of  the  copy;  whether  the  copy  is  needed  according  to  the  holdings  on  the 
serial  record  entry;  possible  problems  or  changes  in  the  serial;  whether  the 
title  may  be  new  to  the  library;  and  the  appropriate  destination  of  the 
issue. 


3 


Serial  Record  Division 


Accessioning  Editorial  Search  and 

Unit  and  Reference  Visible  File 

Unit Unit 


Copy  r i gh  t 
mater ials 
( Copy r ight 
Office) 


Exchange 
or  gift 
materials 
(E&G  Divi- 
sion) 


Serial  Record 
Division 


Current  issues  of 
periodicals 


Non-serials  and  materials 
not  checked  in 


/ Custodial 

/ Other  diviA 

I divisions  j 

I sions  and 

\ and  reading I 

\ 1 ibrar ies  / 

\ rooms  / 

Annuals  , etc . 

FLOW  OF  MATERIALS 


5 


I.1A.  IDENTIFICATION  AND  DISPOSITION  OF  SERIALS 


Serials  are  a diverse  category  of  publications  grouped  together  by  the 
fact  that  they  are  published  on  a continuing  basis.  Some  commonly  known 
serials  are: 


Time 

Playboy 

Guiness  Book  of  World  Records 
Washington  Post 
Telephone  directories 

Every  library  determines  how  to  treat  different  types  of  serials  to  best 
meet  the  needs  of  its  users.  The  collections  of  the  Library  of  Congress 
span  many  languages  and  types  of  materials  and  therefore,  not  all  serials 
can  be  recorded  in  the  Serial  Record  Division. 

The  serial  record  file  includes  serials  in  the  Roman  (including  Gaelic  and 
Gothic) , Cyrillic,  Greek,  and  Hebrew  alphabets.  It  also  includes  certain 
bilingual  serials  (oriental/Western  languages)  as  assigned  by  the  Selection 
Officer. 

The  serial  record  does  not  include  serials  exclusively  in  Chinese,  Japanese, 
Korean,  South  Asian  and  Near  Eastern  languages.  Categories  of  publications 
which  are  not  recorded  in  the  serial  record  include  newspapers,  comic  books, 
most  monographic  series,  trade  catalogs,  and  most  telephone  directories. 
These  are  handled  by  other  divisions  throughout  the  library. 

Certain  materials  are  excluded  because  of  the  difficult  nature  of  the 
publications.  These  are  better  handled  by  the  divisions  specifically 
responsible  for  these  materials.  Included  are  musical  scores  issued  as 
serials,  which  are  maintained  by  the  Music  Division,  and  some  law  materials, 
which  are  the  responsibility  of  the  Law  Library. 
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1.  Definition  of  a serial 


A serial  is  defined  as: 

A publication  in  any  medium  issued  in  successive  parts 
bearing  numerical  or  chronological  designations  and 
intended  to  be  continued  indefinitely.  Serials  include 
periodicals,  newspapers,  annuals  (reports,  yearbooks, 
etc.)  , the  journals,  memoirs,  proceedings,  transactions, 
etc.  of  societies,  and  numbered  monographic  series. 

Thus,  to  be  considered  a serial  a publication  must: 

a.  Bear  some  form  of  designation  which  will  distinguish  the  various 

issues  from  one  another.  This  designation  may  consist  of 

numbers,  volume  numbers,  dates,  letters  of  the  alphabet,  etc. 

b.  Be  an  on-going  publication,  intended  to  be  issued  indefinitely. 

Obviously,  most  serials  will  not  continue  forever;  however,  it 
is  the  original  intent  of  the  publisher  that  is  important. 

For  example,  an  encyclopedia  that  is  issued  in  many 
volumes  over  a span  of  years  is  not  a serial  because  the 
publisher  has  planned  to  issue  a finite  number  of  volumes; 

but  a monthly  journal  that  ceases  after  only  one  or  two 
issues  have  been  published  is  a serial  because  the 
original  intent  was  to  publish  an  issue  every  month. 

In  addition  to  the  above  the  serial  must  also  bear  a title  common  to 
all  issues.  If  a publication  is  issued  on  a regular  basis  but  each 
issue  bears  only  a distinctive  title,  there  is  no  common  title  by  which 
all  issues  can  be  grouped;  therefore,  the  publication  is  not  a serial. 
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Serial  titles  may  be  found  in  various  locations  and  sometimes  variant  forms 
of  the  same  title  appear  on  the  piece.  Following  are  brief  definitions  of 
the  various  types  of  title  that  you  may  encounter. 

Title  page  title.  The  title  page  is  usually  found  at  the  beginning  of  the 
serial,  and  bears  the  title  of  the  serial.  Often  it  will  also  include  the 
statement  of  responsibility  and  publishing  information.  When  a serial  bears 
a title  page,  the  title  that  is  found  there  is  considered  to  be  the  official 
title  of  the  serial.  Title  pages  are  most  commonly  found  on  annual  serials, 
such  as  directories,  yearbooks,  or  annual  reports.  Most  periodicals  do  not 
have  a title  page.  (See  Example  1.) 

Cover  title.  Most  serials  bear  some  form  of  cover  and  the  title  is  fre- 
quently found  on  the  cover.  In  cases  where  there  is  no  title  page,  as  with 
many  periodicals,  this  may  be  the  primary  place  where  the  title  appears.  In 
other  cases,  the  title  which  appears  on  the  cover  may  vary  from  the  title 
found  on  the  title  page.  In  such  cases  a note  may  appear  on  the  serial 
record  entry  card  reading:  Cover  title:  [variant  form  of  title] 

Caption  title.  A caption  title  is  one  which  appears  above  the  beginning  of 
the  text.  Some  serials  lack  a cover  or  title  page  and  the  text  begins  on 
the  first  page.  This  is  commonly  found  on  government  documents. 

Spine  title.  A title  appearing  on  the  spine  of  the  serial. 

Masthead  title.  A title  appearing  above  the  table  of  contents  or  editorial 
page. 
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COVER  TITLE  AND  TITLE  PAGE  TITLE  - BIND  LABEL  SERIAL 


2.  Recognizable  features  of  a serial 


Nunber  and/or  date  designations.  Since  all  serials  must  have 
a distinguishing  number  and/or  date,  this  is  usually  the  most  obvious 
indication  that  a publication  is  a serial.  (See  Example  2.) 

These  designations  are  most  commonly  found: 

On  the  title  page  or  cover. 

As  part  of,  or  close  to,  the  title, 

■On  the  editorial  or  table  of  contents  page,  or  on  the  spine. 

Words  in  the  title.  Words  in  the  title  which  indicate  the  type  of 
publication  such  as: 

Journal 

Newsletter 

Yearbook 

Revista 

Bulletin 

or  frequency  of  publication: 

Annua ire  de  ... 

Monthly  report  of  ... 

Quarterly  digest  of  ... 

indicate  that  the  publication  is  of  an  on-going  nature  and  is  probably  a 
serial.  (See  Example  3.) 

ISSN.  The  ISSN,  or  International  Standard  Serial  Number,  appears  on 
many  publications  and  generally  indicates  that  the  publication  is  a 
serial.  The  ISSN  may  appear  on  the  cover  or  title  page  or  on  the 
editorial  page.  (See  Example  4.) 

The  presence  of  an  ISSN  does  not  always  mean  that  the  publication  is  a 
serial.  The  ISSN  may  have  been  assigned  to  the  series  of  which  the 
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publication  is  a part  and  not  the  title  of  the  publication  itself.  If 
an  ISSN  and  an  ISBN  (International  Standard  Book  Number)  both  appear  on 
a piece  the  publication  is  likely  to  be  a monograph  in  a series. 
However,  the  presence  of  an  ISBN  does  not,  alone,  give  sufficient  reason 
to  reject  the  publication  as  a serial. 
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EXAMPLE  2 : NUMBER  AND  DATE  DESIGNATIONS 
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Frequency  of  publication. 


Type  of  publication. 
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EXAMPLE  3 : TITLE  WITH  WORDS  INDICATING  TYPE  AND  FREQUENCY 
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3.  Monographs  that  look  like  serials 


A monograph  is  defined  as:  an  item  either  complete  in 
one  part  or  complete,  or  intended  to  be  completed,  in  a 
finite  number  of  separate  parts. 

Although  all  publications  are  screened  before  they  are  sent  to  Serial 
Record  Division,  not  all  publications  received  are  serials.  Publica- 
tions which  are  obvious  monographs  are  placed  on  the  appropriate 
monograph  shelves  without  searching  in  the  file.  For  more  guestionable 
publications  the  accessioner  should  try  to  locate  an  entry.  If  none  is 
found  the  piece  is  then  placed  on  the  monograph  shelves. 

Monographs  are  most  likely  to  be  received  by  the  Serial  Record  Division 
when  they  bear  features  which  are  similar  to  those  on  serials,  such  as 
numbering  or  words  indicating  frequency  in  the  title.  Some  categories 
of  monographs  which  appear  to  be  serials  are: 

Monographic  series.  Publications  that  fall  into  this  category  bear  an 
individual  title  in  addition  to  a common  title,  and  often  numbering. 
Most  series  are  not  recorded  in  the  serial  record.  (For  further 
information  see  Part  II  and  Example  5.) 

Multi-volune  set.  Monographs  issued  in  more  than  one  part  or  volume 
which  bear  part  or  volume  numbering  making  them  appear  to  be  serials. 
(See  Example  6.) 

Revised  editions.  Monographs  revised  on  an  irregular  basis,  or  as  the 
need  arises.  The  edition  is  often  numbered,  as  3d  edition,  4th  revised 
edition,  etc.  These  are  not  serials  because  there  is  no  intent  to  issue 
the  publication  indefinitely  and  because  a serial  usually  has  different 
material  in  each  issue.  These  items  contain,  basically,  the  same 
material  with  additions,  changes,  and  deletions.  However,  publications 
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revised  on  a regular  basis  may  be  considered  as  serials.  In  case  of 
doubt  the  file  should  be  searched.  (See  Example  7.) 

Loose-leaf  publications.  Publications  issued  to  be  interfiled  in  a 

basic  volume.  These  are  usually  change  sheets  or  additions  to  the 
existing  volume  and  are  not  considered  to  be  serials,  even  though  they 
may  be  issued  very  frequently.  (These  are  discussed  in  Part  II.) 

Serially  issued  publications  lacking  designations  or  comnon  titles. 

Publications  which  do  not  meet  the  criteria  for  a serial  as  defined 
above.  (See  Example  8.) 

Conference  publications.  Although  many  conference  publications  bear 

words  indicating  frequency  in  the  title,  such  as  "Annual  conference  on 
..."  they  are  not  usually  treated  as  serials.  (See  Example  7.) 

Project  reports  of  a limited  duration,  reports  of  expeditions,  etc.  Any 

publication  which  covers  a finite  topic  cannot  be  treated  as  a serial 
since  the  publication  cannot  be  issued  indefinitely. 
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Monographic  series 


Series  title  page 
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EXAMPLE  5 : MONOGRAPHIC  SERIES 
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4; 
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EXAMPLE  6 : MULT I VOLUME  SET 
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American  Public  L 
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Ed  i t ion- 
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EXAMPLE  7 : CONFERENCE  PUBLICATION  AND  REVISED  EDITION 
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EXAMPLE 


8 : SERIALLY  ISSUED  PUBLICATION 

LACKING  A COMMON  TITLE 
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4.  Types  of  serials 


Serials  are  handled  in  different  ways  according  to  their  frequency, 
binding  status,  or  the  nature  of  the  serial  itself.  (Serials  of  a 
special  nature  are  treated  separately  in  Part  II) . Below  is  a descrip- 
tion of  the  three  basic  categories  within  which  a serial  might  fall 
according  to  its  frequency  or  binding  status. 

NOTE:  These  are  general  categories;  there  are  exceptions 

which  the  accessioner  will  encounter.  Specific  instructions  for 
individual  titles  are  indicated  on  the  entry  card  and  should  be 
carefully  followed. 

Unbound  serials  issued  more  than  once  a year.  This  category  includes 
magazines,  journals,  newsletters,  etc.  Current  issues  are  routed  to  the 
Serial  Division  or  other  custodial  division  for  service  to  readers.  If 
the  title  is  to  be  retained  for  the  permanent  collection,  the  issues  are 
bound  and  labeled  once  the  volume  is  complete. 

Examples  of  serials  in  this  category: 

People 

Atlantic 

LCPA  broadside 

Quarterly  journal  of  the  Library  of  Congress 

American  music 

Irish  university  review 

Unbound  serials  issued  once  a year  or  less  frequently.  This  category 
includes  most  annual  reports,  and  serials  issued  every  other  year 
(biennial)  or  every  five  years  (quinquennial) . Serials  in  this  category 
need  not  await  the  arrival  of  additional  issues;  they  are  sent  directly 
to  Bind/Label  and  then  to  the  appropriate  shelving  location.  (Excepted 
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are  state  document  annual  reports  which  are  sent  to  Serial  Record 
Division,  not  Bind/Label) . 

Bound  serials.  Serials  issued  in  publisher's  binding,  regardless  of 
frequency,  fall  into  this  category.  They  are  sent  to  be  labeled  and 
then  routed  to  their  appropriate  shelving  assignments. 

Examples  of  serials  in  categories  2 and  3: 

American  library  directory 
United  States  government  manual 
Contemporary  authors 
Minerals  yearbook 

NOTE:  The  term  "periodical"  is  used  in  this  manual  to  refer  to 

serials  in  category  1.  The  term  "Bind/Label"  is  used  for  serials  in 
categories  2 and  3. 
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5.  Retention 


When  a serial  is  received  for  the  first  time,  i.e.,  no  entry  is  located 
in  the  file,  the  Selection  Officer  examines  it  to  determine  whether  it 
should  be  retained  for  the  permanent  collection.  This  selection  decision 
is  then  recorded  on  the  serial  record  entry  for  future  processing  of 
issues  as  received. 

Selection  decisions  are  made  which  reflect  the  serial  title  as  a whole  as 
well  as  individual  copies  of  one  issue.  In  general,  selection  decisions 
which  apply  to  the  entire  serial  are  found  on  the  entry  card,  while  those 
which  relate  to  individual  copies  are  found  on  the  overriders.  (See 

Example  9.) 

a.  Selection  decisions  which  relate  to  the  whole  serial: 

Discard.  Titles  marked  discard  are  not  retained  for  the  Library's 
collections  but  are  forwarded  to  the  Exchange  and  Gift  Division  for 
possible  exchange  with  another  library.  A serial  record  entry  is 

maintained  in  the  file  for  purposes  of  information  and  to  assume  that 
further  issues  will  be  treated  in  the  same  manner. 

Sample  discard.  A sample  file  is  maintained  by  the  Serial  Division 
consisting  of  the  first  issue  received  for  some  discarded  titles.  The 
citation  for  that  issue  is  indicated  on  the  entry  card.  The  following 
stamp  is  used  to  indicate  sample  file  discards: 

"Discard  further  issues  unless  long  run  is  received  (Issue  in 
sample  file) " 

Send  unchecked  to  (various  locations).  Some  serials,  rather  than  being 
discarded,  are  forwarded  to  other  libraries,  such  as  the  National 
Agricultural  Library  or  D.C.  Public  Library.  Other  serials  are  retained 
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by  LC  but  due  to  their  difficult  nature  are  best  checked-in  in  other 
units.  These  include  oriental  publications  and  law  materials.  Still 
others  are  sent  unchecked  to  the  custodial  division  because  of  irrational 
numbering  patterns  which  are  too  difficult  to  deal  with  in  SRD. 

Current  issues  only  (CIO).  This  decision  applies  primarily  to  periodicals 
but  may  also  be  used  for  annuals  which  are  of  current  use  only.  In  the 
case  of  periodicals  "current"  is  defined  as  the  current  year  minus  one, 
or  the  last  two  years.  Periodicals  with  this  decision  are  not  bound; 
older  issues  are  discarded  when  no  longer  current. 

Review  before  bind  (RBB) . This  decision  applies  also  to  periodicals  but 
it  is  made  for  newly  received  titles.  It  indicates  that  once  the 
custodial  area  has  accumulated  enough  issues  to  consider  binding,  the 
issues  are  to  be  forwarded  to  the  Selection  Officer,  who  decides  whether 
to  keep  or  discard  them.  At  this  time,  the  RBB  decision  is  changed  to  a 
"keep"  or  "non-keep"  decision  and  is  recorded  on  the  entry  card. 
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EXAMPLE  9 : STAMPS  - RETENTION  DECISION 
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b.  Treatment  of  individual  copies 


Keep  sets.  A copy  which  is  to  be  retained  for  the  permanent  collection 
is  referred  to  as  a set.  The  nuiaber  of  sets  needed  is  found  on  the  entry 
card  in  the  box  labeled:  "Keep  ...  sets." 

A serial  is  not  considered  to  be  a set  until  it  is  ready  to  be  shelved. 
This  means  that  serials  issued  more  than  once  a year  do  not  become  sets 
until  the  volume  is  complete  and  bound.  Thus,  the  custodial  division 
will  determine  which  copies  actually  become  part  of  the  bound  set. 
For  Bind/Label  serials,  however,  the  accessioner  determines  the  set 
as  volumes  are  received  and  this  is  indicated  in  the  call  number. 

X-copies.  When  additional  copies  are  needed  for  reference  purposes  they 
are  called  X-copies.  This  designation  applies  to  Bind/Label  serials 
only.  All  X-copies  have  specific  assignments  where  they  are  kept  as  long 
as  they  are  needed,  then  discarded. 

The  number  of  X-copies  needed  and  individual  routing  instructions  for 
them  are  found  on  the  overrider.  (See  Example  10.) 

Extra  copies.  All  additional  copies  of  current  periodical  issues  are 
treated  as  "Extra  copies"  and  are  sent  to  the  appropriate  custodial 
division.  A check  K/  ) is  placed  in  the  stamp.  These  copies  are 
retained  to  replace  missing  issues  needed  for  binding.  After  the  volume 
has  been  bound  all  extra  copies  are  marked  "DUPL" . 

Duplicates.  Additional  copies  of  Bind/Label  serials  not  needed  to  fill 
sets  or  X-copy  assignments  are  treated  as  "Duplicates"  and  are  sent  to 
E&G  via  the  Disc/DUPL  shelf.  "DUPL"  is  written  in  the  stamp. 
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EXAMPLE  10 : SETS  AND  X COPIES 
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6.  Custody  of  serials 


Serials  are  housed  where  they  can  best  be  serviced.  Most  serials  of  a 
general  nature  are  housed  first  in  the  Serial  Division;  however,  when 
these  are  bound  they  become  part  of  the  general  collections.  For 

specialized  materials,  reading  rooms  or  other  divisions  can  provide 
better  servicing.  When  materials  are  particularly  difficult,  such  as 
oriental  publications,  the  division,  (Asian) , retains  and  services  all 
issues,  bound  and  unbound. 

The  division  responsible  for  servicing  a serial  at  a particular  time  is 
known  as  the  "custodial  division".  Thus,  Serial  Division  is  the  "cus- 
todian" for  current  issues  assigned  there;  Asian  Division  is  the  "custo- 
dian" for  current  and  bound  issues  of  titles  assigned  to  it.  Some 
materials  are  assigned  by  language  (European  Reading  Room,  etc.)  or  DC 
classification  (K=Law  Library,  and  M=Music  Division) . 

In  many  cases  more  than  one  division  may  require  a copy  of  a particular 
title,  or  it  may  be  needed  for  in-house  use.  In  this  case  multiple 
copies  are  purchased  specifically  for  particular  locations. 

Instructions  for  each  copy  are  given  on  the  verso  of  the  appropriate 
source  overrider.  The  symbols  used  are  taken  from  the  list  "Approved 
Office  Symbols"  which  is  updated  each  year. 

Although  appropriate  destinations  for  serials  should  be  accurately 
indicated  on  each  entry  the  accessioner  should  be  alert  for  incorrect  or 
out-dated  destinations  and/or  symbols. 

All  serials  must  be  sent  to  one  or  more  locations  after  processing  in 
the  Serial  Record  Division.  Some  locations  are  temporary  while  others 
are  of  a more  permanent  nature.  Two  terms  are  used  with  which  the 
accessioner  must  be  familiar. 
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Routings  are  temporary  locations  to  which  serials  are  sent  immediately 
after  processing  in  SRD.  For  periodicals,  the  routing  will  be  the 
reading  room  or  division  which  houses  the  current  issues,  and  in  some 
cases  a special  office  or  person  in  the  Library.  One  copy  may  be  routed 
to  two  or  three  locations.  To  determine  the  appropriate  routing  first 
check  the  "SEND  TO"  box  on  the  serial  record  entry  card.  If  multiple 
routings  are  given  for  specific  copies  this  information  will  be  listed 
on  the  verso  of  the  overrider  and  the  note  "See  verso  of  checking  sheet" 
will  appear  in  the  SEND  TO  box.  If  all  copies  are  to  be  sent  to  the 
custodial  division  the  appropriate  symbol  for  the  division  will  appear 
in  the  box.  (See  Examples  11  and  12.) 

For  Bind/Label  serials  the  routing  is  always  "Bind/Label"  since  all  of 
these  serials  must  first  be  bound  and/or  labeled  before  they  can  be 
shelved.  This  will  be  given  in  the  SEND  TO  box,  unless  there  are 
specific  assignments,  in  which  case  the  note  "See  verso  of  checking 
sheet"  will  appear  in  the  box.  The  routing  will  be  given  after  each 
assignment.  The  routing  is  always  written  on  the  cover  in  the  upper 
right  hand  corner.  (Bound  serials  are  an  exception,  since  they  are 
automatically  sent  to  be  labeled.) 

Assignment  is  a term  used  with  Bind/Label  serials  to  indicate  a specific 
location,  other  than  the  general  stacks  which  will  house  the  serial 
after  it  has  been  bound  and/or  labeled.  Examples  of  assignments  are 
Main  Reading  Room  Alcove  (MRR  Ale)  and  Social  Science  Reading  Room 
(SSRR) . All  X-copies  have  assignments  since  they  are,  by  definition, 
required  for  specific  locations. 

Assignments  for  each  copy  are  always  given  on  the  verso  of  the  over- 
rider. (See  Example  13.)  Usually  the  copy  notation  will  list  the 
assignment  and  the  routing  such  as: 

Copy  1 MRR  Ale  via  Bind/Label 
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Assignments  are  also  included  as  the  last  part  of  the  call  number.  In 
addition  they  are  written  on  a special  attention  slip  which  is  inserted 
in  the  serial. 
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1.  Routings  in  "Send  to"  box  of  entry  card 


EXAMPLE  11:  PERIODICAL  WITH  MULTIPLE  ROUTINGS 
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EXAMPLE  12:  MULTIPLE  ROUTING 
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EXAMPLE  13s  OVERRIDER  WITH  ASSIGNMENT  ON  VERSO 
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I. IB.  CATALOGING  OF  SERIALS  AND  ESTABLISHMENT  OF  ENTRY  CARDS 

Cataloging,  very  basically,  is  the  description  of  a publication  as  to  its 
bibliographic  features  and  subject  content.  It  also  includes  the  establish- 
ment of  filing  entries,  call  numbers  (classification) , and  for  serials, 
defining  the  relationships  with  other  serial  titles. 

At  the  Library  of  Congress  all  subject  cataloging  and  classification  is 
performed  in  the  Subject  Cataloging  Division.  The  Serial  Record  Division 
catalogs  the  piece  descriptively,  that  is,  they  define  the  bibliographic 
features,  filing  entries,  and  relationship  notes  for  the  title.  This 
cataloging  is  performed  by  cataloging  sections  within  the  Division. 

Once  the  descriptive  cataloging  has  been  completed,  the  cataloging  record  is 
input  into  the  OCLC  data  base,  as  a part  of  the  CONSER  Project  (see  Glos- 
sary) . These  records  then  become  part  of  LC's  MARC  data  base  and  are 
referred  to  as  MARC  (Machine- readable  cataloging)  records.  Once  this  is 
completed  the  record  is  forvarded  to  the  Subject  Cataloging  Division  for  the 
assignment  of  subject  headings  and  call  numbers.  (Call  numbers  are  later 
added  to  the  entry  card  by  the  Editorial  and  Reference  Unit.)  At  present 
this  form  of  cataloging  is  only  done  for  titles  which  are  retained  for  the 
Library's  collections,  or  "keep"  materials.  Once  the  filing  entry  has  been 
established  by  the  catalogers  for  these  titles,  the  Maintenance  Unit 
prepares  Serial  Record  entry  cards  and  establishes  the  overrider  and  pattern 
of  check-in. 

Titles  which  are  not  to  be  retained,  or  "non-keep"  titles,  are  processed  by 
the  Search  and  Visible  File  Cataloging  Unit  (S&VF)  . This  unit  creates  the 
filing  entry  based  on  current  rules  and  interpretations,  and  establishes  the 
entry  card  and  overrider. 

All  titles  which  currently  receive  LC  MARC  cataloging  are  represented  by 
green  entry  cards.  Those  which  are  cataloged  by  S&VF  are  typed  on 
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yellow  entry  cards.  Yellow  entry  cards  color-coded  with  a green  slash  also 
indicate  a MARC  record.  Prior  to  th'$  advent  of  MARC  cataloging,  manilla 
card  stock,  was  used  for  all  "keep"  and  "non-keep"  entries.  The  majority  of 
the  entries  in  the  file  are  on  these  cards. 

The  distinction  between  different  types  of  cataloging  records  and  responsi- 
bility for  updating  that  cataloging  is  important  to  accessioners.  For 
example  when  a title  change  is  suspected  for  a "keep"  entry,  the  cataloging 
sections  determine  whether  it  has  actually  changed.  If  there  is  a 
"non-keep"  decision,  the  S&VF  Unit  makes  this  determination.  Thus,  the 
accessioner  must  know  where  to  route  the  problem  serial. 
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1. 1C.  FILES  USED  FOR  SERIAL  CHECK-IN 


The  serial  record  consists  of  three  separate  files:  a visible  file  of  flat 
trays,  a 3x5  card  file,  and  a book  file  called  the  "sheet  shelflist."  This 
last  file  is  rarely  used  and  is  not  discussed  here. 

Hie  serial  record  was  established  in  1941  to  consolidate  the  serial  holdings 
throughout  the  Library.  Prior  to  this  date  records  of  holdings  existed  in 
32  separate  files  in  14  different  locations! 

The  scope  of  materials  included  in  the  file  as  well  as  the  cataloging  rules 
used  to  determine  the  entry  have  changed  over  the  years.  Entries  were 
created,  therefore,  according  to  a variety  of  procedures  and  cataloging 
codes . 

There  are  an  estimated  850,000  titles  in  the  Serial  Record.  About  130,000 
of  these  are  "active"  titles,  meaning  that  an  issue  has  been  received  within 
the  past  five  years.  The  remaining  titles  are  considered  "inactive"  since 
there  is  no  assurance  that  the  serial  is  "dead." 

Visible  file.  The  visible  file  is  a file  of  4x6  inch  hard  cards  and  checking 
sheets  (called  overriders)  in  flat  tray  files.  Of  the  three  files,  it  is 
the  most  recently  established.  Examination  of  the  visible  file  reveals 
multiple  colored-cards  as  well  as  cards  marked  with  colored  dots,  lines, 
etc.  Some  of  these  colored-cards  and  markings  relate  to  existing  cataloging 
(e.g.,  green  indicates  a MARC  record)  while  others  were  used  for  various 
projects  which  have  little  or  no  current  significance. 

Two  basic  forms  are  used  in  the  visible  file:  hard  cards  and  overriders. 

Hard  cards.  Hard  cards  are  used  for  permanent  or  temporary  use  in  the  file. 
The  filing  entry  is  typed  at  bottom  for  searching  and  filing  visibility. 
Hard  cards  are  used  for: 
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Serial  Record  entry 
Authorities 


Cross  references 
Purchase  order  slips 


Card-outs 


1.  Serial  record  entry  cards  (yellow,  manilla  and  green) . These  cards 
used  to  record  the  serial  record  entry  and  bibliographic  information 
concerning  it.  Cards  which  are  printed  on  both  sides  are  called 
"treatment  cards"  and  are  used  for  monographic  series  (see  Part  II)  . 

The  significance  of  the  yellow  and  green  cards  has  already  been 
discussed  (see  I. 1C.) . 

Serial  record  entry  cards  contain  three  categories  of  information:  the 

visible  file  entry,  bibliographic  information,  and  retention  and  routing 
instructions.  (See  Example  14.) 

a.  Visible  file  entry.  The  entry  consists  of  the  title  alone,  or,  in 
many  cases  the  title  preceded  by  the  issuing  body  or  jurisdiction. 
The  entry  is  typed  and  read  from  the  bottom  with  subsequent  lines 
added  above  the  first. 

b.  Bibliographic  information.  This  includes  varying  kinds  of  information 
which  are  considered  useful  for  the  proper  identification  of  the 
serial  title.  Most  commonly  included  are: 


LC  card  number  (LCN) 

International  Standard  Serial  Number  (ISSN) 

Frequency  of  publication 
Variant  title  information 

Notes  relating  to  the  publisher,  issuing  body,  etc. 
Linking  notes  for  earlier  or  later  titles 
Series  treatment  note  (on  verso) 

Cross  references  for  variant  forms  of  title  (on  verso) 
Date  cataloged  (on  verso) 
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c.  Retention  and  routing  instructions.  These  are  recorded  at  the 
bottom  of  the  card  in  the  various  boxes  marked  "Keep  ...  sets," 
"Send  to,"  and  "Call  no." 

Keep  . . . sets  - indicates  the  number  to  be  retained  for  the  collec- 
tion. 

Send  to  - indicates  routing  instructions  such  as  SER  or  Bind/Label . 
"Discard"  is  also  stamped  in  this  box. 

Call  no.  - the  LC  call  number  is  included  here  for  titles  with  a 
"keep"  decision;  the  stamps  "CIO"  and  "Discard  further  issues  ..." 
are  found  in  this  box  for  "non-keep"  titles. 

2.  Authority  cards  (Orange) . Prior  to  1981  orange  authority  cards  were 
made  to  reflect  the  established  form  of  heading  and  the  cross  references 
necessary  to  provide  variant  forms  of  heading.  New  authority  cards  are 
no  longer  made. 

The  authority  card  bears  the  name  of  the  body  at  the  bottom  and  the 
cross  references  listed  above.  Authority  cards  are  filed  before  the 
entries  which  begin  with  name  of  the  body  listed  on  the  authority  card. 
(See  Example  15.) 

3.  Cross  references  (Blue) . Specific  and  general  cross  references  are  made 
to  provide  access  to  variant  forms  of  issuing  bodies  and  titles  as 
necessary.  The  variant  name  or  title  is  typed  first  at  the  bottom  of 
the  blue  card,  followed  by  "SEE"  or  "SEE  ALSO"  and  the  correct  or 
alternative  form  of  entry. 

When  cross  references  were  required  for  issuing  bodies  an  authority  card 
(see  above)  was  also  prepared  to  list  these  references.  When  cross 
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references  are  needed  for  a particular  title  the  cross  references  are 
traced  on  the  verso  of  the  entry  card  for  that  title.  (See  Example  16.) 

4.  Purchase  orders  (white  slip  attached  to  blue  card  or  existing  entry) . 
Purchase  orders  are  placed  in  the  file  when  a serial  has  been  placed  on 
order  by  the  Order  Division. 

Purchase  orders  may  consist  of  a blue  hard  card  and  blank  overrider  with 
duplicate  white  order  slips  stapled  to  each,  or  an  existing  serial 
record  file  entry  with  a white  order  slip  stapled  to  it.  The  order  slip 
is  stapled  to  the  blue  card  to  display  the  entry  at  the  bottom  for 
filing.  (See  Example  17.) 

5.  Card  Outs  (White) . Card  Outs  are  placed  in  the  file  to  replace  a serial 
record  entry  card  when  it  is  removed.  The  entry  card  may  be  removed  for 
cataloging  purposes,  editorial  updating,  or  review  by  the  Selection 
Officer. 

The  Card  Out  indicates  the  entry  and  place  of  publication  at  bottom,  and 
includes  the  following  information:  the  person  who  withdrew  the  card, 

the  countersigner , the  reason  for  withdrawal,  the  date  of  withdrawal, 
call  number  for  the  serial,  or  the  treatment  decision.  (Specific  in- 
structions for  preparing  a Card  Out  are  found  in  Part  II.)  (See  Example 
18.) 
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LW  4/68g  (Rev.  6/73) 

2*  / 

LCN:  76-3189  ISSN:  O/d  - 7^ )\ 


Continues: 
Key  title: 


Clothes. 

Clothes,  etc.,  ISSN  0161-729X 


- 

Continued  by:  Retailweek. 


<4/2,  A».  /£  4^'  <5- 


l. 


sets 


SEND 
TO 


,x_  7 


Clothes,  etc.  (PRADS,  inc.)  New  York. 


6 


TTsz%? 

Cs?r- 


8 


1.  LC  Card  number. 

2.  International  Standard  Serial  Number. 

3.  Notes  area. 

4.  Number  of  sets  retained  by  LC. 

5.  Serial  Record  entry. 

6.  Place  of  publication. 

7.  Routing  of  serial. 

8.  LC  Call  number. 


EXAMPLE 


14:  SERIAL  RECORD  ENTRY  CARD 


Two  types  of  Authority 
cards  exist:  History 

card  and  Variant  Form 
of  Name. 


History 


card. 


Information  Card 


Belfast,  cap. 

Consists  of  the  six  Ulster  counties  of  Antrim  Armagh.  Down, 
Fermanagh,  Londonderry,  and  Tyrone. 

Part  of  the  United  Kingdom  of  Crest  Britain  and  Northern 
Ireland  or  of  earlier  (1001-1922)  United  Kingdom  of  Great  Britain 
and  Ireland. 

SEE  also  authority  card  under i IftELMO. 


\ Northern  Ireland. 


Variant  Form  of  Name. 


Correct  entry  far  issuing  body 


EXAMPLE  15:  AUTHORITY  CARD  (orange  card  stock) 
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cookbook  for  dinners  « desserts. 
Crepe  cookbook  for  dinners  & desserts. 


SEE  Woman's 


SEE  Connecticut. 
Connecticut.  Dept. 


Marketing  Division, 
of  Farms  and  Markets . 


Marketing  Division. 


Issuing  body  cross  reference  (General  reference) 


Title  cross  reference  (Specific  reference) 


EXAMPLE  16:  CROSS  REFERENCE  CARDS 
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Purchase  number' 


Purchase  order  form* 


blue  card  stock 

to  flag 

purchase  order 


crd  Nrrmim 

10.00  11/14/79 

G I JUKU2A  I CiKl>  *DA  1 GAKU  IN  HOGAKU 
KFNKYUKA  ROMBUN  SHU.  TCKYQ,  KEIG  G I JUKU 
OA I GAKtl  DAfGAKUm  IjOGAKU  KENKYUKAI. 


JAPPTC  1 
06*32080310 


LLFE 


3 1 650 


SEC. 


SHIP  TO  ORDCNT.  d» SUttSCRl PTI CN  CROcR  FCR  197B 
AND  COM  InUaTION. 


ORO  NO.  90411:83 
10.00  11/14/79 

KtrJO  Gl  JUKUCAIGAKU  OA  I GAKU  IN  HOGAKU 
KtNKYUKA  RO^bUN  jHU.  TOKYO.  KEIO  GlJUKU 
DAIuAKU  OAIGAKUIN  HOGAKU  KENKYUKAI. 


Filing  entry  for  purchase  order 


EXAMPLE  17:  PURCHASE  ORDER  SLIP  AND  CARD 
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EXAMPLE  18:  CARD  OUT 
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Overriders.  Overriders  are  temporary  slips  placed  over  the  entry  card. 
Overriders  are  used  to  record  the  individual  issues  of  a serial  as  they  are 
received.  There  are  various  overriders  used  for  recording  this  information 
according  to  the  frequency  and  nature  of  the  serial.  In  addition,  there  are 
special  overriders  for  Binding  Records  and  Records  of  Permanent  Holdings. 

In  addition  to  receipts,  recorded  in  pencil,  the  overrider  also  indicates 
the  source  of  acquisition,  and  the  number  of  copies  to  be  retained.  In  July 
1983  color-coded  overriders  were  introduced  for  serial  check-in  based  on  the 
source  of  acquisition. 

Many  overriders  also  have  information  recorded  on  the  back,  such  as  assign- 
ments for  multiple  copies,  notes  concerning  particular  issues,  or  holdings 
for  issues  falling  outside  the  normal  numbering  scheme. 

When  additional  overriders  are  needed  they  are  added  by  the  accessioner,  who 
provides  all  necessary  information  and  continues  the  pattern  of  recording 
the  serial. 

3X5  file 


The  3X5  file  is  located  above  the  visible  file  and  consists  of  3X5  cards  in 
drawers.  The  3X5  file  retains  entries  for  some  serials  issued  annually  or 
less  often  or  inactive  titles  removed  from  the  visible  file.  While  the 
majority  of  serials  listed  in  the  3X5  file  have  ceased  publication,  there 
are  still  many  active  titles  in  this  file. 

Currently  issued  serials  (those  issued  within  the  last  5 years)  located  only 
in  the  3X5  file  are  brought  down  to  the  visible  file.  Excepted  are  law 
materials  and  city  directories  which  are  not  converted.  Specific  instruc- 
tions regarding  this  procedure  are  found  in  Part  II. 

The  3X5  file  contains  several  types  of  cards:  catalog  entry  cards, 
holdings  cards,  and  Card  Outs.  (See  Example  19.) 
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1.  Printed  catalog  cards.  The  printed  catalog  card  precedes  the  holdings 
cards  for  some  entries  in  the  file.  It  includes  cataloging  entry  and 
all  necessary  bibliographic  information  relating  to  the  serial.  In 
addition,  specific  instructions,  stamps,  etc.  are  added  which  pertain  to 
treatment.  (Note:  Most  newer  entries  in  the  3X5  files  are  not  preceded 
by  printed  cards.) 

2.  Holdings  cards.  Holdings  cards  are  used  to  record  individual  issues  of 
serials  as  received  and/or  combined  holdings.  The  holdings  card  may 
contain  the  following  information: 

Cataloging  entry  (Typed  at  top  of  card) 

Holdings  of  the  serial  issues  received 

Binding  status 

Date  accessioned 

Source  of  acquisition 

Call  number 

Routing  instructions 

When  additional  holdings  cards  are  needed,  they  are  made  by  the  access- 
ioner.  Green  holdings  cards  are  used  to  indicate  titles  appearing  on  the 
MARC  data  base. 

3.  Card  Outs.  The  Card  Out  in  the  3X5  file  serves  the  same  purpose  as  the 
Card  Out  in  the  Visible  file.  It  is  used  to  replace  the  entry  card  and 
holdings  cards  when  they  are  removed  for  any  reason.  All  Card  Outs 
currently  used  in  the  3X5  file  are  green  and  contain  similar  information 
to  that  in  the  Visible  file.  The  color  bears  no  special  significance. 
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EXAMPLE 


3x5  CATALOG  CARD  AND  HOLDINGS  CARD 


3 x 5 Holding* 
card  ► 


3*3  CARDOUT • 


HVl«5/  Annala.  d«  Vaucraaaon. 

(Cantra  d«  formation  at  da  racKarcha  da 
1 'Education  aurvalllla)  Vaucraaaon,  franca. 


.Ast 


• m 

- 

aaac 

»« 

nc,7>  -///l/m 

i 

Co  f It  rl 

IIC1/  '0 /,?/?/ 

I 

IKf 

\' 

Annalaa  d«  VouCralaon. 

(Cantra  da  formation  at  da  rachorcbe  da 
1‘aducatlon  aunreilda)  Vuccraaoob,  Franca. 


CARO  OUT-'» 


J2A '***£.**++*&, — ^f^aw-g. 

iMpnat  4ttm-jLj.lt Z. Canl  mmmbtr.fO. -tj.'/tiCfi./ 

<*all  

Tuqtaa*  af  nawril — 

i«  iv«4  JL*m\ 


EXAMPLE  19:  3x5  HOLDINGS  CARDS  AND  CARD  OUT 
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1.2  SOURCES  AND  STAMPS 


Four  types  of  source  materials  are  received  in  the  Serial  Record  Division. 
Often  more  than  one  copy  is  received  from  a particular  source.  The  sources 
and  their  origin  are: 


The  source  of  a publication  is  determined  from  a stamp  on  the  publication's 
cover.  These  stamps  include  words  such  as  "Copyright",  "E&G" , etc.  In  some 
cases  numbers  in  the  stamp  further  identify  the  source.  Stamps  and  numbers 
for  each  source  are  explained  below. 

Separate  overriders  are  used  for  each  source.  Thus,  a serial  received  from 
Copyright  and  also  purchased  should  have  two  overriders,  each  covering  the 
same  volume/date  span. 

Prior  to  July  1983  one  type  of  overrider  was  used  and  the  source  was  written 
at  the  bottom  of  each  sheet.  The  majority  of  records  in  the  serial  record 
contain  these  old  overriders.  Beginning  in  July  1983,  color-coded  over- 
riders were  introduced  with  the  source  printed  at  the  bottom.  Whenever 
additional  overriders  are  necessary  or  new  records  are  established  these 
color-coded  overriders  are  used.  (See  Example  20.) 


Copyright  copies 
Purchase  copies 
Exchange  copies 
Gift  copies 


Source 


Origin 

Copyright  Office 
Order  Division 
Exchange  and  Gift  Division 
Exchange  and  Gift  Division 


and  other  sources 
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Color  .scheme 


Fink 

= Copyright 

Blue 

= Exchange 

Salmon 

= Gift 

Green 

= Purchase 

EXAMPLE  20:  SOURCE  DISPLAY  - OVERRIDER 


I.2A.  COPYRIGHT 


Serials  bearing  this  stamp  are  received  by  the  Copyright  Office  for  initial 
processing,  then  are  forwarded  to  Serial  Record  Division  for  accessioning. 
Usually  two  copies  are  received  from  Copyright,  however,  they  are  frequently 
not  received  at  the  same  time.  (If  the  publisher  is  registering  the  issues, 
the  second  copy  is  delayed;  however,  if  he  is  merely  depositing  the  issues 
both  copies  will  be  forwarded  to  SRD  at  the  same  time.) 

When  issues  have  been  registered  they  are  stamped  with  a "TX1  number. 

Stamp.  Only  one  stamp  is  assigned  to  copyright  materials  and  no  special 
numbers  are  used  in  the  stamp.  (See  Example  21.) 

Special  instructions.  Unstamped  issues  received  in  SRD  bearing  a "TX" 
number  may  be  stamped  with  the  Copyright  stamp  since  this  is  a sure  indica- 
tion of  the  source.  (See  Example  22.) 

I.2B.  PURCHASE 

Purchase  copies  originate  in  the  Order  Division  and  are  the  copies  which  the 
Library  buys;  therefore,  it  is  very  important  that  purchase  copies  be 
recorded  accurately  and  on  the  appropriate  overrider. 

Stamps.  All  publications  bearing  a stamp  with  number  "6"  are  recorded  on  the 
purchase  overrider.  This  includes  two  types  of  materials  originating  in  the 
Order  Division,  plus  Hispanic  materials,  discussed  below. 

Two  stamps  are  used  for  Order  Division  materials.  The  stamp  bearing  the 
words  "Cont.  copy"  is  used  for  continuation  copies;  the  stamp  bearing  the 
word  "Copy"  is  used  for  blanket  orders.  These  are  discussed  below.  (See 
Example  23.) 
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y&r 

MM 

"W» 

MA* 

■3T 

MAT 

AMC 

MV 

1*1 

ScT 

e*c 

■sar* 







LJftRaftr  or  C0M6NCU 
SERML  1CCOCB 





****** 

***** 

**** 

****** 

JAM  2 9 m 





- 









.... 



GIFT 


1.  No  msrber  assigned  to  starrp. 

2.  Starrp  assigned  to  serials  bearing  no  accessioning  stanp. 


EXAMPLE  21:  COPYRIGHT  AND  GIFT  OVERRIDERS  WITH  SOURCE  STAMPS 


TX  1-183-272 


FEDERAL^^ 
TAXATION  OF 
INCOME,  ESTATES 
AND  GIFTS 


1983  CUMULATIVE 
SUPPLEMENT  NO.  2 • TEXT 


BORIS  I.  BITTKER 

Sterling  Professor  of  Law.  Yafe  University 


ANCIL  N.  PAYNE,  JR. 

Member  of  the  New  York  and  Oklahoma  Bars 
Research  Fellow  In  Law.  Yale  University 


Annotation*  to  January  1983 


\\<J 

<Hf 


WARREN.  GORHAM  k LAMONT 
Boatoo  • New  York 


EXAMPLE  22:  TX  NUMBER 
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Continuation  copies.  A continuation  order  is  an  on-going  order  which  covers 
all  issues  of  a serial  as  published. 

When  a continuation  copy  is  first  received,  the  order  number  is  recorded 
from  the  order  slip  on  the  bottom  of  the  overrider  by  the  Maintenance  Unit. 
This  number  is  used  by  the  Order  Division  when  issues  are  claimed.  If  the 
order  number  does  not  appear  on  the  overrider  the  accessioner  supplies  the 
number  from  a set  of  microfiche  housed  in  SRD  for  this  purpose.  If  the 
order  number  is  not  on  the  microfiche,  the  accessioner  supplies  an  asterisk 
adjacent  to  "purchase"  at  the  bottom  of  the  overrider  and  a note  on  the 
verso:  "Order  no.  not  available  on  microfiche  as  of  (date  on  upper  right 
side  of  microfiche)." 

When  additional  overriders  are  made  the  order  number  is  recorded  from  the 
first  overrider. 

Blanket  order  copies.  A blanket  order  is  a one-time  order,  usually  used  for 
retrospective  issues.  It  may  also  be  used  for  specific  issues  of  current 
titles.  When  making  an  overrider  for  blanket  order  material,  the  number  "6" 
is  written  in  after  the  word  "Purchase"  at  the  bottom  of  the  overrider. 
This  is  referred  to  as  "Purchase-5"  material. 

Hispanic  materials.  These  are  materials  purchased  as  a blanket  order 
through  the  Exchange  and  Gift  Division.  They  bear  a stamp  marked  E & G/HAP. 
These  titles  are  later  reviewed  and  may  or  may  not  be  ordered  as  continua- 
tion copies. 

The  purchase  overrider  is  used  with  the  designation  "E  & G/HAP"  written 
after  the  word  "Purchase"  at  the  bottom.  If  later  issues  are  received  as 
continuation  copies  bearing  the  order  Division  stamp  the  designation  is 
crossed  out  and  the  order  number  is  written  in.  (See  Example  25.) 
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Purchase  materials  are  divided  into  two  categories:  Continuation  copy  or 

Blanket  order  materials. 

Continuation  copy 

1.  Assign  a "Purchase"  overrider. 

2.  Indicate  purchase  order  number  at  the  bottom  of  the 

overrider  (number  is  obtained  from  either  the  New 
Serial  title  slip  or  the  microfiche  reader). 

Blanket  order 

1.  Assign  a "Purchase**  overrider. 

2.  Indicate  number  six  from  the  center  of  the  Order 

Division  stamp. 


EXAMPLE  23:  ORDER  DIVISION  STAMP  AND  PURCHASE  OVERRIDER 
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Note:  Problem  purchase  materials  are  returned  to  Order  division  for 
investigation.  These  include:  duplicates,  discards,  unstamped  materials, 
and  extra  copies.  A "Purchase  6"  slip  is  completed  and  inserted  in  piece 
and  piece  is  placed  on  designated  shelf.  (See  Example  24.) 
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SAMPLE 


11AL  In  box 


FIRST 
ANNUAL  REPORT 

OF  THE 


PARLIAMENTARY 

OMBUDSMAN 


FOR 


JAMAICA 


CALENDAR  YEAR  1979 


EXAMPLE  25:  ESG/HAP  SERIAL 
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I.2C.  EXCHANGE 


All  materials  received  bearing  an  E & G stamp  are  recorded  on  the  Exchange 
overrider.  Five  numbers  are  used  representing  various  sources  of  exchange. 
All  exchange  materials  are  processed  in  the  same  manner;  no  distinction  is 
made  between  the  different  exchange  sources  other  than  recording  the  number 
chi  the  exchange  overrider.  (See  Examples  26  and  27.) 

The  numbers  in  the  stamps  are  written  at  the  bottom  of  the  overrider 
following  the  word  "Exchange."  If  a title  is  received  from  more  than  one 
source  of  exchange,  only  one  exchange  overrider  should  be  used.  Add  the 
appropriate  source  numbers  at  the  bottom  and  record  all  issues  on  that 
overrider. 

Also  recorded  on  the  exchange  overrider  are  PL-480  materials  which  bear  an 
Overseas  Operations  Division  (OVOP)  stamp. 

1. 2D.  GIFT 

Publications  received  from  various  sources  are  recorded  on  the  gift  over- 
rider. The  Gift  overrider  is  used  for  non-specific  source  materials  rather 
than  actual  "gifts."  (Gift  copies  received  through  E&G  are  recorded  as 
"Exchange-5  on  the  Exchange  overrider.)  No  further  notation  is  made  after 
the  word  "Gift"  on  the  overrider  for  any  of  these. 

NSDP  sample  serials  and  other  sample  copies.  These  do  not  bear  a normal 
oval  source  stamp  but  are  stamped  "NSDP  sample  issue."  Samples  received 
from  other  sources  may  or  may  not  be  stamped  at  all.  These  are  stamped  with 
the  Serial  Record  Division  stamp  and  recorded  on  the  gift  overrider.  (See 
Example  28.) 
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EXAMPLE  26:  SOURCE  STAMPS  AND  EXCHANGE  OVERRIDERS  - 1 
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EXAMPLE  27s  SOURCE  STAMPS  AND  EXCHANGE  OVERRIDERS  - 2 
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CIP  (Cataloging  in  publication) . Publications  bearing  a CIP  stamp  are  also 
recorded  on  the  gift  overrider.  These  are  very  rarely  received. 

Serial  Record  stamp.  All  unstamped  materials  which  are  not  determined  to  be 
purchase  or  copyright  copies  are  stamped  with  the  Serial  Record  stamp  and 
are  recorded  on  the  gift  overrider.  (See  Example  21.) 

I.2E.  UNSTAMPED  MATERIALS 


Review  unstamped  materials  and  treat  as  follows: 

1.  If  they  bear  a TX  number  stamp  as  Copyright.  If  no  TX  number  appears 
but  current  holdings  are  recorded  only  on  a copyright  overrider,  assume 
that  the  issue  is  a Copyright  copy  and  stamp  as  such. 

2.  If  it  appears  that  the  serial  may  be  a purchase  copy,  it  is  returned  to 
the  Order  Division  for  investigation.  This  may  be  determined  when  a 
purchase  overrider  exists  and  the  issue  or  needed  copies  are  wanting.  A 
"Purchase-6  slip"  is  inserted  in  the  item,  and  piece  is  placed  on  desig- 
nated shelf. 

3.  All  other  unstamped  serials  are  given  the  Serial  Record  stamp  and  are 
recorded  on  the  gift  overrider. 
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&EPA 


Lake  Restoration, 
Protection  and 
Management 


EXAMPLE  28:  NSDP  SAMPLE  ISSUE 
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1.3  LOCATING  THE  ENTRY 


Due  to  the  size  of  the  serial  record  files,  accessioners  generally  handle 
materials  for  only  one  letter  in  the  file.  These  may  be  received  directly 
from  the  Sorting  Unit  or  may  have  been  resorted  to  a specific  letter  by 
another  accessioner.  It  is  the  responsibility  of  the  accessioner  to  search 
all  possible  combinations  within  his/her  letter.  In  many  cases  only  one 
search  is  necessary;  in  others,  particularly  state  and  federal  publications, 
as  many  as  four  possibilities  may  exist. 

Entries  in  the  Serial  Record  were  for  many  years  established  according  to 
the  current  cataloging  code.  The  latest  significant  change  occurred  in  1981 
when  LC  adopted  the  2nd  edition  of  the  Anglo-American  Cataloging  Rules,  or 
AACR  2.  With  the  adoption  of  AACR  2,  adherence  to  the  cataloged  entry  is  no 
longer  followed  and  all  new  serials  are  entered  under  title.  An  exception 
is  made  for  publications  of  U.S.  state  and  federal  governments,  for  which  a 
new  type  of  entry  was  created. 

All  entries  which  were  in  the  file  prior  to  1981  have  remained  in  their 
original  form.  Only  new  titles  added  to  the  file  are  entered  according  to 
the  new  guidelines.  Thus,  unless  the  accessioner  can  determine  that  a 
serial  is  relatively  new,  it  is  not  possible  to  determine  from  the  piece 
under  which  set  of  rules  the  entry  was  created.  The  accessioner  must 
therefore  be  able  to  formulate  all  possible  search  strategies  within  his  or 
her  letter. 

Following  are  the  three  types  of  entry  used  in  the  serial  record  and  in- 
structions for  searching  under  each  type.  (See  Example  29.) 
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Title 


Issuing  body. 
Title  — 


Issuing  body 
under  place 


Jurisdiction. 


LW  (**».  %m\ 

LCN: 


OPO:  IMS  MOJ  MJ 


ISSN: 


Keep MU 


^ Arm  Arbor,  Mich. 

Beatniks  fran  epaoe.  (Neither /Nor  Press) 


Kee p Mt> 


International  Folk  Music  Council.  Yearbook. 


entered 


Keep «et» 


Tanganika.  Dept,  of  Agriculture.  Crop  estimates. 


Keep »»t« 


Title 


Tennessee.  The  Opetart  Crow. 


EXAMPLE  29 


SERIAL  RECORD  ENTRY  BY  TYPE 
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Straight 

title  — 


lw  (»wv.  vni 

LCN: 


01*0:  INI  #-*M'**3 


ISSN: 


Kaap —to 


Beer  can  collectors  new  report. 


Cormon  title  and 
part  title 


Kaap sats 


synposia. 

Journal  of  polymer  science.  Part  C. , Polymer 


Initialism 


Kaap sats 


JDRPI 


Uniform  title 


Kaap aat* 


V 


Bear  tracks  (Washington,  D.C.) 


EXAMPLE  30  : TITLE  ENTRIES 
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I.3A.  TOPES  OF  ENTRY 


1.  Title  or  Initialism.  Serials  entered  under  title  include  those  issued 
by  commercial  publishers  and  all  non-government  (U.S.  or  state)  titles 
established  since  1981.  The  title  may  consist  of: 

One  word  or  a phrase 


Life 

Beep 

Laundry  news 

Beer  can  collectors  news  report 

An  initialism  and  full  title,  or  initialism  alone  (See  Example  31) 

JAE;  the  journal  of  automotive  engineering 
JAMA 

JAPOS  bulletin 

A common  title  and  the  title  of  a part  or  section  (See  Examples  32  and 
33.) 


Beever  County  legal  journal.  Advance  sheets 
Beever  County  legal  journal.  Final  reports 
Journal  of  polymer  science.  Part  C,  Polymer  symposia 

Parallel  titles  (same  title  in  more  than  one  language)  (See  Example 
34.) 


Monthly  commodity  price  bulletin.  Bulletin  mensuel  des  prix  des 
produits  de  base.  Boletin  mensual  de  precios  de  productos  basicos 
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Initialism  and  full  title 


Initialism  alone* 


-30RRT 


i-NER/BLQ 


New  England  Review  and  Bread  LoafQuartefly 


Mru  a '< 

— 1 

l!  ARTICLES  I 

Sw|inl  iMfWKMi  TKrtr  Carr  aad  Qwa  irnv  in 
£Mm  TW 

fl 

Swrprxal  Wiyarf  ItUrciiooc  Corr  m*4  TWwmnN 
1 AWfcmW  H.  Hr*.  MS* 

fl 

\ 1 OwfMtrM  Inyo1  c«m,  Onywr  III: 

lavraiary  Covral  tad  M«nU  M ■■■ai'Wi  ai 
Amm,  Fmj  Q*m.  UK 

16 

TV  Impart  ml  ftar  Oodm*  ar  iW 

Hr-aMi  Carr  ladvvn  7W  J Sm-tfl 

25 

Help  Ui'  TKn  Act  Shorn  »«*  a 
Mm«'  Today  AW  Ismn 

26 

Departments 

CbuirMti 

1 

Cool  mi 

— 1 

T«4 

” 1 

1 .J 

Initialism  as  part  of  the  full  title 


EXAMPLE  31  : INITIALISMS 
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Area 

Wage 

Survey 


Bulletin  3025-30 


^djUui 

New  Yor1<,  New  York— New  Jersey, 
Metropolitan  Area 
May  1984 


U S Department  of  Labor 
Bureau  ot  Labor  Statistics 


:s  /Yu*'/*,  fy/??" 
, /✓  UrtL*/ !/t>A *0"x 

^ 114 

IfriyykUj  I*  umJo  to/i/W  ,JS 

WKIHfh-lwd  3-f  76  . *'• 


r^j5  tt-  —n 

area.  Washington.  |T°  CH6QC1M6  SH6ET 

Ml*  ~ 
■ffakl  ^ 

survey:  New  York,  New  York-New  Jersey,  metropolitan 
^United  States.  Bureau  of  Labor  Statistics.  /Xrea  wage 

EXAMPLE  32 : COMMON  TITLE  AND  PART  TITLE 
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*0I1S'V 


EXAMPLE  33:  COMMON  TITLE  AND  PART  DESIGNATION 
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Monthly 


commodity  price 
bulletin 

Bulletin  mensuel 
des  prix 

des  produits  de  base 

Boletin  mensual 
de  precios 

de  productos  basicos 


1960-1982 


Search  under  the  first  title.  If  not  found,  resort 
or  search  irvier  next  title  listed. 


EXAMPLE  34:  PARALLEL  TITLE  (title  in  more  than  one 

language) 
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Uhifonn  title  (the  title  qualified  in  parentheses  by  the  place  of 
publication  or  publisher) 

Annual  report  (National  Police  Cadet  Corps  (Singapore)) 

Bear  tracks  (Washington,  D.C.) 

It  is  essential  to  identify  the  full  title  in  order  to  perform  a proper 
search  in  the  file.  Following  are  some  guidelines  for  searching  based  on 
title. 

a.  Initial  articles  are  ignored  for  filing  purposes.  (See  Appendix  B.2  for 
a listing  of  articles  in  other  languages.) 

Le  monde  is  filed  under  "M" 

The  Crawford  families  exchange  newsletter  is  filed  under  "C" 

b.  Dates,  volume  numbers,  and  other  designations  are  not  considered  part  of 
the  title  when  they  represent  an  issue  of  a serial. 

Title  on  piece:  1983  Annual  review  of  chemistry 

Entry  in  serial  record:  Annual  review  of  chemistry 

However,  numbers  which  are  truly  part  of  the  title  are  filed  as  they  would 
be  spelled  out  in  the  language  of  the  text. 

1001  truck  and  van  ideas  is  filed  under  "0"  for  "One  thousand" 

100  [i.e.  Cent]  jours  is  filed  under  "C"  for  "Cent" 

c.  Initialisms  are  filed  at  the  beginning  of  each  letter. 
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d.  If  a serial  bears  both  an  initialism  and  a full  title  the  entry  may  be 
under  either  one.  Both  should  be  searched. 

N% 

NER/BLQ,  New  England  review  and  bread  loaf  quarterly 

(Search  first  under  NER/BLQ;  if  not  found,  search  under  New  England) 

e.  When  a title  is  given  in  more  than  one  language  (parallel  titles)  , 
search  first  under  the  title  given  first  on  the  title  page  or  cover.  If 
not  found,  search  or  resort  under  the  second  title.  The  order  may  have 
changed  but  the  entry  would  not  be  changed  in  the  file. 

Journal  of  liberal  thought.  Le  Journal  de  la  pensee  liberale 

(Search  first  under  Journal  of  ...;  if  not  found  search  under 
Journal  de  la  ...) 

f.  Serials  which  bear  a common  title  and  a part  title  may  be  very  complex 
and  require  careful  searching.  There  may  be  more  than  one  breakdown  or 
series  of  parts  to  consider.  The  placement  on  the  title  page  may  read 
from  common  to  part  title  or  it  may  be  arbitrary.  If  unsure  about  which 
part  constitutes  the  beginning  of  the  filing  entry,  search  all  possible 
parts  listed  on  the  title  page  or  resort  as  appropriate. 

g.  Many  serials  have  identical  titles  which  may  be  found  on  more  than  one 
serial  publication.  In  order  to  distinguish  each  serial  the  title  is 
qualified  by  the  publisher  or  place  of  publication  and  this  information 
is  found  in  parentheses  following  the  title.  This  is  called  a uniform 
title.  It  is  important  when  searching  titles  that  the  accessioner 
determines  that  an  entry  matches  the  piece  in-hand.  In  order  to  accom- 
plish this  the  entire  entry  card  should  be  examined  for  issuing  body, 
place  of  publication,  or  ISSN. 
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Journal  of 
International 
Studies 


'MILLENNIUM 


Who  Pulled  Whom  Mid  Ho» 
UftiUd  Sutct  ud  the  Makreg 
Treaty 

NtkoUj  rnrr+rm 


of  (1 

bocal  Librnuot  Morcmend 
Hti m*i  FrrUtntcktai 

Energy  Security  tad  Caotduo 
ketm  Vena  lodcpcadeai  A o 

DISCUSSION 

Normtltwuoc  in  Emm  Eorop 
the  Soviet  Syttesi 
George  ichiffim 

The  Place  of  the  European  Coen 
Policy  of  Smith  Govemmrau, 
PoofSh*? 

•OOK  REVIEWS 


Pubfciiad  by  Mardn  Robonaon 
In  aaaodobon  with  tho 
Mlbanrdum  Pubhahlnp  Ocoug 

London  Bohool  of  I 


MILLENNIUM 

Journal  of  Intoervaooaal  Stud* 

IMn  tr»«  low 


a a no*  cvio  i 


aovnoor  aoaao 


A.  t TWiMi 


mtLLDtmWH  4t 

«— — . Hm+.m  M Late  •* 


MiUJLMHw m iwWe'i 
■M  Inal  TW  m mm*  _W 

IUlA)llin| 

DUO  (CM 
fd— mc-t 


c MILLXMMWH 


MlU-ENISn>J  > 
Vol.  11.  No.  2 


Martin  Robortaon 

106  Co*4«v  Rood 
Oxford  0X4  1LR 
(00651  724041 


Table  of  Canton  ta 


The  exanple  above  shows  various  representations 
of  two  titles  on  the  cover,  table  of  contents 
page,  and  editorial  page.  From  the  cover 
the  title  appears  to  be  Journal  of  Inter- 
national Studies.  Closer  examination 
reveals  the  title  is  Millenium. 


EXAMPLE  35:  SEARCHING  BY  TITLE 
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Bear  tracks  (Bear  Park,  inc.) 

Bear  tracks  (Hunting  for  Bears,  inc.) 

Bear  tracks  (Washington,  D.C.) 

There  are  only  three  entries  for  the  title  "Bear  tracks"  so  finding  the 
correct  entry  should  not  be  difficult.  However,  there  are  23  entries 
for  the  title  "People."  By  carefully  checking  the  information  following 
the  title  on  the  entry  card  with  data  found  on  the  serial  in-hand  the 
appropriate  entry  should  be  determined.  If  this  information  is  not 
sufficient,  check  the  numbering  sequence  to  determine  whether  the  serial 
would  readily  fit  into  a vacant  slot  on  the  serial  overrider.  Never 
record  a serial  when  you  are  unsure  about  the  correctness  of  the 
entry — Refer  the  problem  to  a reviser  or  unit  head. 

2.  Issuing  body.  Title.  The  issuing  body  is  the  corporate  body  responsi- 
ble for  the  issuance  of  the  serial.  This  may  be  an  association, 
corporation,  government  agency,  museum,  etc.  In  some  cases  the  body  is 
entered  directly  under  its  own  name,  such  as:  National  Safety  Council. 

In  other  cases  it  is  entered  first  under  the  place  of  the  body,  such  as: 
Belgrad.  Muzej  grada.  The  place  may  be  a city,  county,  state,  country 
or  other  type  of  geographic  location.  (Titles  are  underlined  in 
examples  for  emphasis.) 

(County)  United  States.  Dept,  of  Agriculture.  Agriculture 
handbook 

(State)  California.  Dept,  of  Agriculture.  Telephone 
directory 

(City)  Belgrad.  Muzej  grada.  Katalogizolzhi 

This  type  of  entry  was  used  prior  to  1981.  No  new  serial  record  entries 
created  since  1981  are  entered  under  issuing  body.  However,  since  the 
majority  of  the  entries  in  the  serial  record  were  created  prior  to  1981, 
a great  number  are  entered  in  this  form.  (See  Examples  36-39.) 
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EXAMPLE 


36 


ISSUING  BODY 


TITLE  ENTRIES 


lw  4Mf  (Mm.  *rrt) 
LCN: 


Keep 


sets 


Nebraska.  Dept,  of  Roads.  Programs  and  planning 


■er  [to 
ResearchT" 


report. 

Welfare  case  turnover 
Division  of  Policy 
New  York  (City).  Human  Resources  Administration. 


Keep 


books. 

Handicapped.  Cassette 
the  Blind  and  Physically 


Keep 


sets 


United  States.  Library  of  Congress.  Division  far 


Keep 


sets 


improvement  program, 
budget  and  capital 


Montgomery  Co. , Md.  County  Council.  Operating 


EXAMPLE 


37s  ISSUING  BODY.  TITLE  ENTRIES 
(entered  under  place) 
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|IP\ 


Note  that  Ministerio  de  Transportes,  ...  is  not 
included  in  the  entry. 


EXAMPLE  38:  ISSUING  BODY  ENTRY 


76 


GULF 

RESEARCH 
REPCP^ — 


Vol.  7,  No.  3 
December  1983 
ISSN:  0072-9027 


rimJ&AU  Y 
./ft?..**,  ^ ? v * 


Published  by  the 

GULF  COAST  RESEARCH  LABORATORY 
Ocean  Springs,  Mississippi 


EXAMPLE  39:  ISSUING  BODY  ENTRY  ENTERED  UNDER  PLACE 
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An  issuing  body  may  consist  of  the  parent  body  alone,  or  the  parent  body  and 
one  or  more  subordinate  units. 

(Parent  body)  (Subordinate  unit) 

National  Safety  Council.  Aeronautical  Industries  Section 

The  filing  order  for  issuing  bodies  with  subordinate  units  is  as  follows: 

- Parent  body.  Title 

- Parent  body.  Subordinate  unit  A.  Title. 

- Parent  body.  Subordinate  unit  A.  Subordinate  unit  B.  Title. 

Often  the  full  name  of  the  body  as  found  on  the  piece  is  not  used  in  the 
entry.  For  example,  the  body  on  the  piece  may  apear  as: 

United  States  Department  of  Agriculture  Forest  Service 

However,  the  body  will  be  found  in  the  serial  record  under: 

United  States.  Forest  Service 

The  intervening,  or  parent  body  in  this  case,  has  been  omitted  from  the 
heading  since  it  was  considered  unnecessary  for  the  identification  of  the 
body.  When  this  occurs  a cross  reference  will  lead  from  the  full  form  to 
the  form  of  heading  as  established. 

United  States.  Dept,  of  Agriculture.  Forest  Service 
SEE  United  States.  Forest  Service 


78 


When  searching  by  issuing  body  and  title: 

a.  Identify  the  full  name  of  the  issuing  body  from  the  serial  in  hand. 

b.  If  the  name  consists  of  a parent  body  only  search  under  the  body 
and  the  title.  Multiple  titles  issued  by  the  same  body  are 
arranged  alphabetically  after  the  name  of  the  body. 

National  Foundation  of  the  Arts  and  Humanities.  Addresses 

National  Foundation  on  the  Arts  and  Humanities.  Handbook 

National  Foundation  on  the  Arts  and  Humanities.  Programs  and 
planning  in  literature 

c.  If  the  body  consists  of  a parent  body  and  subordinate  unit(s)  , 
search  for  the  entry  after  those  entries  entered  under  the  parent 
body  alone.  Look  for  any  cross  references  leading  to  a different 
form  of  the  heading. 

National  Safety  Council.  Summary  of  motor  vehicle  traffic 
National  Safety  Council.  Transactions 

National  Safety  Council.  Aeronautical  Industries  Section. 

Safety  newsletter 

3.  Jurisdiction.  Title.  In  1981  a new  type  of  serial  record  entry  was 
created  for  U.S.  and  state  government  publications  and  those  of  territo- 
rial possessions,  consisting  of  the  jurisdiction,  or  place  name  of  the 
government,  and  the  title.  This  form  of  entry  is  not  used  for  foreign 
publications.  (See  Examle  40.) 

United  States.  Agricultural  research  results.  ARR-W. 
Tennessee . The  Upstart  cow 
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These  entries  are  filed  before  those  containing  the  issuing  body, 
filing  order  is: 

- Jurisdiction.  Title 

- Jurisdiction.  Issuing  body.  Title 


South  Carolina.  Hornet  news 

South  Carolina.  Advisory  Council  on  Vocational  and 
Technical  Education.  Evaluation  report 


The 


80 


LW  M*«  (TW».  VTJ) 

LCM: 


OPO  1M3  WO!  M) 


ISSN: 


K»p sets 


United  States.  Tobacco  outlook  * situation. 


Keep ssts 


Port  Authority  * 1968)  * 

Massachusetts.  Financial  report  (Massachusetts 


Keep »»t» 


plan. 


Illinois.  Outdoor  recreation  in  Illinois  i 


Keep 


sets 


V 


tive  Dept. ) Sacrarento.  1 

California.  Executive  order  (California.  Execu- 


EXAMPLE  40s  JURISDICTION.  TITLE  ENTRIES 
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V*| 


I.3B.  AIDS  IN  SEARCHING 


1.  Cross  references.  Cross  references  are  made  when  necessary  to  direct 
the  searcher  to  the  correct  form  of  entry,  or  an  alternative  form  also 
used. 

There  are  two  types  of  references.  General  and  Specific. 

General  references.  These  were  used  for  issuing  bodies  prior  to  1981  and 
direct  the  searcher  to  a heading  which  may  be  used  on  multiple 
entries.  There  are  two  kinds: 

From  incorrect  to  correct  form  of  issuing  body  heading. 

United  States.  Dept,  of  Agriculture.  Forest 
Service 
SEE 

United  States.  Forest  Service 

From  another  form  of  heading  for  the  body  also  used . 

Chile.  Direccion  de  Estadistica  y Censos 
SEE  ALSO 

Chile.  Servicio  Nacional  de  Estadistica  y Censos 

Specific  references.  These  direct  the  searcher  to  the  exact  entry  for  a 
particular  title.  They  include  the  following  types: 

From  one  form  of  title  to  another. 

Canadian  journal  of  medical  sciences 
SEE 

Canadian  journal  of  biochemistry  and  physiology 
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From  one  form  of  entry  to  another 


Canfarm  farm  business  analysis 
SEE 

Alberta.  Farm  Management  Branch.  Canfarm  farm 
business  analysis 

Child  nutrition  programs  newsletter  (Alabama) 

SEE 

Alabama.  Child  nutrition  programs  newsletter 

When  the  cross  reference  indicates  the  correct  form  of  entry  within  the  same 
letter,  the  accessioner  should  proceed  to  that  entry  and  accession  the 
piece. 

2.  Linking  notes.  Linking  notes  refer  to  an  earlier  or  later  entry  for  the 
serial.  These  notes  indicate  a change  in  the  title  or  issuing  body, 
when  used  in  the  entry. 

Linking  notes  are  found  only  on  the  entry  card.  No  separate  blue  cross 
reference  is  made  for  them.  (See  Example  41.) 

Linking  notes  are  especially  valuable  for  distinguishing  minor  title 
changes  as  in  the  following  example. 

Title  on  Serial  Record  The  Crawford  families  exchange  newsletter 

entry  card 

Linking  notes 

Earlier  title  Continues:  Crawford  exchange  newsletter 

Later  title  Continued  in  Aug.  1982  by:  Crawford 

families  exchange 
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LW  4/68g  (Rev.  6/73) 

LCN:  ISSN:  O/C!  - 


Continues : Clothes. 

Key  title:  Clothes,  etc.,  ISSN  0161-729X 

t — ■"  \ 

Continued  by:  Re  tail  week. 

v 


1. 


.sets 


SET© 

TO 


^4— 


Clothes,  etc.  (PRADS,  inc.)  New  York. 


'TTsoo 

.Css- 


Linking  notes 


EXAMPLE  41  : LINKING  NOTES 
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I.3C.  ENTRY  NOT  FOUND 


1.  Resorting,  Resorting  involves  routing  the  publication  to  another  letter 
for  searching  by  the  accessioner  assigned  to  that  letter.  Resorting  is 
done  when: 

a.  No  entry  is  found  under  the  letter  to  which  it  was  first  sorted  and 
a search  possibility  exists  under  another  letter,  or 

b.  A cross  reference  is  found  which  indicates  that  the  entry  is  under  a 
different  letter. 

Resorting,  when  the  entry  is  unknown,  is  only  done  once.  For  example, 
an  accessioner  assigned  to  the  letter  C receives  the  serial: 

Reports  of  the  Court  of  Appeals, 
issued  by  the  State 
of  California 

After  searching  all  possible  places  in  the  C drawers  the  publication,  if 
not  found,  may  be  resorted  to  the  letter  R.  If  it  is  not  found  under 
that  letter,  it  will  not  be  resorted  again.  Instead,  it  will  be  sent 
for  in  depth  searching  by  staff  in  the  Search  and  Visible  File  Catalog- 
ing Unit  (S&VF)  . 

If  the  accessioner  assigned  to  the  letter  R finds  a cross  reference 
which  indicates  that  the  exact  entry  is  under  a third  letter,  the 
publication  may  be  resorted  to  that  letter. 

Steps  for  resorting  when  entry  is  not  found: 

a.  Place  a "0"  and  your  initials  below  the  first  letter  of  the  word(s) 
searched. 
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b.  If  another  search  possibility  exists  place  a check  and  your  initials 
above  the  letter  of  the  appropriate  word. 

c.  Place  the  publication  on  the  appropriate  letter  shelf. 

Steps  for  resorting  when  a cross  reference  is  found:  (See  Example  42.) 

a.  Complete  the  "SEE"  cross  reference  slip  with  the  full  entry  as  found 
on  the  reference. 

b.  Clip  to  cover  of  publication. 

c.  Place  on  appropriate  letter  shelf. 

2.  Sending  publications  to  Search  & Visible  File  Cataloging  Unit.  When  a 
serial  has  been  resorted  but  not  found,  or  when  it  is  unlikely  to  be 
found  elsewhere,  it  is  sent  to  the  Search  & Visible  File  Cataloging  Unit 
(S&VF)  for  more  in  depth  searching.  This  is  referred  to  as  "sending  to 
Search." 

To  send  publications  to  Search: 

a.  Place  a "0"  and  your  initials  below  letters  already  searched. 

b.  Place  on  Search  shelves  under  the  last  letter  searched. 
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XVIII.  cvfolynm,  1.  sz.rim 


LEGUGYI  K 


I UGUGTI  HflTdSCG  HlYfl 


TARTALOIV 


zahilyok.  ulufliaok 

A ^lolcari  repiil£srol  sz6I6  1081  «vi  8 
enyercju  rendeletnck  *.•>  a vcgreh 
idott  17/1081  (VI  9.)  MT  szjmu  rer 
1983  ^vi  7.  izamu  ti  az  1083  fvi  0 
vcnvcreju  rcndcleltel.  vulammt  a 1 
1.)  MT  szamu  rendelettcl  mod  as  no 
szerkczelbe  foglalt  szovece  — 


Jogszabalyok,  utasitasok 

A polgari  rcpiilesrol  sz6ld 
1981.  evi  8.  szamu  (orvenycreju  rendclct 
es  a vegrehajtasara  luadott 
17/1981.  (VI.  9.)  MT  szamu  rcndclctnek 
az  1983.  evi  7.  szamu  es  az  1983.  evi  9.  szamu 
t o r venvcrc^j^endcleMcl^^^^^^ 


See  tiu* 


/Tt« 


: P^TcpuTesr^T^TlcaTma 

psi lest  a polgari  repiilesiranyito 
lenorzolt  l^gterben  vagy  Icgiulvi 
(3)  Magyar  polgari  Icgijarmuvi 
kiiztarsasag  tcriilctcn  (lcg(eren) 


vala 

CC 

(A  vasl 
szamu  tu 
Tvr.).  a \ 
9.)  MT  sz 
delkezese 

A polg, 
torvenyer 
§-anak  (: 
alapjan  a 


Tvr.  1. 
kilcrjcd  i 
rcpiilesrc, 
reptiles!.  i 
Icten  (leg 


UTTa" 

zolgilat  altal  cl- 
nalon  vcgzik. 
a Magyar  Nep- 
kiviil.  illetolcg 


Cross  reference  is  written  on  "SEE" 
slip.  Slip  is  inserted  into 
piece . 


Legugyi  Foigazgatosag.  Legugyi  kozlony. 

gyi  kozlony.  SEE  Hungary.  Kozlekedes  es  Postaugyi  Miniszterium^ 


vcgzell  re 

s^gckrc,  valamint  a Magyar  Ncpkiizlarsasag  legle- 
rcnck  egyeb  cclu  igcnybcvclolcre. 

(2)  E (orvenycreju  rcndclctnck  a rcpiilcsiraiiyi- 
Casra  cs  a rcpiilcsck  vcgrchajlHsarn  vonatkozd  ren- 


ioz- 

•sre 

ha 

dcl- 


sy- 

m- 

m'i. 


var 

l.i- 


kor 


• A Tvr.  es  Vlu 
>.s.k  1081  <•■ 

(•aval  mci;all;i|iili 


>Aive*:e(>on  culla^.il  jclolt  nsegiK' 
7.  S/.UT1U  Idrvony  vrojii  ivmlolol 
megnevezoss-k. 


Piece  is  searched  under  Legugyi  . . . and  reference 
is  located. 


EXAMPLE  42:  CROSS  REFERENCE  FOUND  IN  FILE 
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1.4  ACCESSIONING 


Accessioning  involves  the  following  steps: 

-Identifying  the  title  and  locating  the  entry  (See  1.3) 
-Identifying  the  number  and/or  date  of  the  issue, 

-Recording,  or  checking-in,  the  issue  on  the  appropriate 
overrider,  and 

-Marking  the  issue  to  indicate  copy,  entry,  call  number, 
and/or  destination. 

I.4A.  IDENTIFYING  THE  NUMBER  AND/OR  DATE  OF  THE  ISSUE 

1.  Types  of  designations.  Serials,  by  definition,  must  have  an  identifying 
letter,  number,  or  date  which  distinguishes  each  issue  from  all  other 
issues  of  the  same  title.  This  "designation"  may  consist  of  a number, 
letter,  or  date  alone,  or  a combination.  (See  Example  43.) 

Volume  112,  Number  6,  November  1983 
Volume  10,  Numbers  3 and  4,  Autumn  1983 
September  1983  Vol.  Ill,  No.  9 
June  1983 

Volume  115B  + C (1983)  No.  3 
'81 

Vol.  11,  no.  2,  Summer  1982 

1960-1982 

1983/3 

Year  ended  31st  December,  1982 

Volume  37,  Number  10,  November-December , 

1983  Whole  number  360 
J 1983:16 

Godina  XXXIV  Broj  5-7  maj-juli  1983 
40th  annual  report  and  accounts  for  year  ended 
December  31,  1981 
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JAHRES- 

BEMCHT 

81- 


Date  as  part  of  title 


Date  alone  on  title 
page 


Numbering  appears  on 
table  of  contents 
page 


EXAMPLE  43:  DESIGNATIONS  ON  SERIALS 


Numbered  serials.  Serials  bear  various  kinds  of  numbering  which  may  or  may 
not  be  accompanied  by  a date.  The  "number"  may  consist  of  a number  alone, 
volume  number  with  its  own  numbering,  or  an  alphabetic  designation. 

No.  56 

Volume  1,  no.  8 
AA 

There  are  two  kinds  of  numbering:  consecutive  (or  whole  numbers)  and 

non-consecutive . Non-consecutive  numbers  repeat  with  each  volume  or  year 
while  consecutive  numbers  continue  indefinitely,  regardless  of  date  or 
volume.  (See  Examples  44  and  45.) 

Consecutive  - number  independent  of  date  or  volume.  (These  may 
be  recorded  on  the  numbered  series  overrider. 

No.  533,  December  1983 
No.  534,  January  1984 

Non-consecutive  - number  repeats  with  date  or  volume 
Volume  8,  no.  1,  Jan.  1983 
Volume  9,  no.  1,  Jan.  1984 

No.  1,  Jan.  3,  1982  {These  should  not  be  record- 
No.  1,  Jan.  4,  1983  ed  on  a numbered  overrider. 

No.  1,  Jan.  6,  1984  unless  a separate  overrider 
is  used  for  each  year  } 

When  a non-consecutive  number  is  to  be  recorded  on  the  overrider  and/or  in 
the  call  number,  it  must  be  accompanied  by  a volume  number,  date,  or  other 
distinguishing  designation. 

Dated  serials.  Serials  often  bear  two  types  of  date:  coverage  dates  and 

publication  dates.  The  date  of  coverage  is  the  period  covered  by  the  issue 
and  usually  appears  with  the  title.  The  publication  date  indicates  when  the 
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issue  was  published  and  normally  is  found  with  the  publisher  and  place 
of  publication. 

When  determining  the  date  for  unnumbered  serials,  the  coverage  date  is 
always  preferred.  For  example:  1981  Annual  report  (published  in)  1982. 
"1981"  is  recorded  on  the  overrider  and  used  in  the  call  number. 

The  coverage  date  does  not  always  appear  on  the  cover  or  title  page  and 
may  take  some  searching  to  determine.  Nevertheless,  it  is  the  job  of 
the  accessioner  to  determine  and  record  the  correct  date  for  the  issue. 

2.  More  than  one  designation.  Occasionally  serials  bear  two  separate 
numbering  schemes,  each  independent  of  the  other. 

For  example,  a serial  bears  the  designation:  Vol.  5,  no.  2, 
Feb.  1983.  It  also  bears  a number:  No.  86. 

Generally,  only  one  designation  is  recorded  on  the  Serial  Record  entry. 
The  accessioner  by  examining  the  overrider  will  determine  which  number 
scheme  is  to  be  recorded.  (See  Example  46.) 
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EXAMPLE  44:  SERIAL  WITH  CONSECUTIVE  NUMBERING 
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LIBRARY  “ 
OF 

CONGRESS 

INFORMATION 

BULLETIN 

Vol.  43,  No  16  April  16.  1964 


LIBRARY  “ 
OF 

CONGRESS 

INFORMATION 

BULLETIN 


Vol.  43.  No  17 


Anthony  Hecht  Will  Give  Final  lecture 
Ai  Library’*  Poetry  Comultant  On  May  7 


i poetry  Anthony  Hecht  will  deliver  a lea 
titled  “The  Pathetic  Fallacy  on  Monday.  May  7,  at  8 p m 
Library's  Coolidge  Auditorium.  The  lecture,  sponsored  by  t 
trude  Clarke  WhirtaD  Poetry  and 
Literature  Fund,  is  open  to  the 
public  free  of  charge,  and  no 
tickets  are  required. 

A native  of  New  York  City. 

Anthony  Hecht  earned  his 
undergraduate  degree  from  hard 
College  and  a master's  degree 
degree  from  Columbia  Univer- 
sity. He  has  taught  at  Kenyon 
College,  the  State  University  of 
Iowa,  New  York  University, 

Smith  College,  Bard  College, 

Washington  University  (where  he 
was  Hurst  professor  m autumn 
1971).  Harvard  University,  and 
Yale  University  In  1977,  Mr 
Hecht  served  on  the  faculty  of  the 
Salzburg  (Austria)  Seminar  in 
Amencan  Studies  Since  1967.  he 

has  been  a member  of  the  faculty  of  the  University  of  I 
where  he  is  John  H.  Deane  professor  of  rhetoric  and  | 

Mr.  Hecht’s  collection*  of  poetry  include  A 
(1954),  Tk  Stwn  DmAl,  S*u  (19*8),  A Binary  (1960).  and  i 
Hmn  (1968),  s British  Poetry  Book  Society  choice  which  * 


Alst  m Tku  Itsmt  . 

Cartographic  Conference 

Meets  at  Library  154-155 

Coohdge  Foundation 
Nominates  Composer 
Pulitzer  Prize 

a for 
.135-136 

Maas  Dcaodihcanon 
Project  Moves  into 
New  Phase 

.136-137 

Legal  Croups  Receive 
LC  Orien  taboo  .... 

136 

Costs  Rican  Poet 
Visits  Library 

Jtmooe  FdJovr  id 
Lecture  April  26 ... 

135 

133 

Oscar  Sonneck  Is  Focus 
of  New  Publication 

137 

Recent  Acquisitions 

.137-136 

Is  Revised 

.136-139 

Library  of  Confirm 
Publications 

IS9-140 

EXAMPLE  45:  NON-CONSECUTIVELY  NUMBERED  SERIAL 
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This  serial  bears  two 
numbering  designations: 
Volume  37,  Number  1 0 , 
and  whole  number  360. 

Only  one  designation  is 
is  used  for  checkin  as 
seen  from  the  Serial 
Record  entry. 


The  American  Revenuer 


IN  THIS  ISSUE* 

IW2  CWct  T«j 174 

toauaw:  iiWUMt  iuaf*  175 

*N  Update 17* 

Cre»i  Inula:  Wil  Paper  liimpi  17t 

IMO  Detusii  Lancry  Titter* 1(0 

Awrtni  1,1 

PUvmg  Card  PrtceeceU  It] 

O.  Cr«r  Pkih^Mt  C«ntinH  at 

tcfitiraliM 1t3 

Sooth  Aim:  Ci|*rTti*  S*npi  I1IM1T7 Ill 

If-ntttn  am  the  IM  teniniup ill 


fnmn  W Til  Du  jram  kix 


• THE  JOURNAL  OF  THE  AMERICAN  REVENUE  ASSOCIATION'  « 


NOVEMBER-DECEMBER,  1983 


Volume  37.  Number  10 
Vhok  Number  360 


EXAMPLE  46:  MULTIPLE  DESIGNATIONS 
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I.4B.  RECORDING  THE  ISSUE 


When  recording  the  issue  the  accessioner  transcribes  the  correct  designation 
for  the  issue  on  the  appropriate  source  overrider.  In  general,  issues  are 
to  be  recorded  on  the  overrider  which  corresponds  with  the  stamp  on  the 
publication.  A copyright  publication  is  recorded  on  the  Copyright  over- 
rider, etc.  Serials  received  with  the  Order  Division  stamp  must  always  be 
recorded  on  the  Purchase  overrider. 

Issues  should  never  be  recorded  on  the  back  of  the  overrider,  despite  past 
practice.  This  area  is  reserved  for  special  assignments  and  notes  referring 
to  issues  recorded  on  the  front  of  the  overrider. 

The  following  information  is  recorded: 

j 

1.  Numerical  and/or  date  designation  of  the  issue  received 
recorded  by  frequency  and  established  pattern. 

2.  Number  of  physical  volumes  per  issue,  binding  status,  and  date 
of  receipt. 

3.  Number  of  copies  received  for  that  issue. 

4.  Receipt  of  special  supplements,  indexes,  etc. 

5.  Erroneous  information  appearing  on  the  issue. 

6.  Receipt  of  discards. 

1.  Frequency  and  established  pattern.  Serials  are  recorded  according  to 
their  frequency  and  numbering.  In  most  cases  the  proper  designation  is 
established  at  the  time  that  the  serial  record  entry  is  prepared  by  the 
Maintenance  Unit.  The  accessioner  must  then  follow  that  established 
pattern.  (The  accessioner  may  change  the  overrider  if  the  frequency,  as 
determined  by  the  accessioner,  requires  a different  overrider.) 

For  example,  a weekly  numbered  serial  may  be  recorded  by  number  or 
date.  If  the  overrider  specifies  number  the  accessioner  must  always 
record  the  number  in  the  appropriate  box,  and  not  the  date. 
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Color  .scheme 


Pink 

= Copyright 

Blue 

= Exchange 

Salmon 

* Gift 

Green 

* Purchase 

EXAMPLE  47 : FREQUENCY  DISPLAY  OVERRIDERS  - 1 
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Color  scheme 


Pink 

= Copyright 

Blue 

= Exchange 

Salmon 

= Gift 

Green 

= Purchase 

EXAMPLE  48  s FREQUENCY  DISPLAY  OVERRIDERS  - 2 
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Color  .scheme 


Pink 

= Copyright 

Blue 

= Exchange 

Salmon 

= Gift 

Green 

= Purchase 

tUBSCI 

KIES  AND  MAJN  ftCME*- 

-FOAM  3 

- 

- 

IN 

i i 
i i 

i : 

| i 

i i 

- 

camaarr 

EXAMPLE  49  : FREQUENCY  DISPLAY  OVERRIDERS  - 3 
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Color  scheme 


Pink  - Copyright 

Blue  * Exchange 

Salmon  * Gift 

Green  * Purchase 


EXAMPLE  50:  FREQUENCY  DISPLAY  OVERRIDERS  - 4 
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Several  kinds  of  overriders  are  used  for  various  frequencies  and  types 
of  serials;  however,  an  overrider  does  not  exist  for  every  type  of 
frequency  that  an  accessioner  may  encounter.  Thus,  overriders  are  used 
which  best  fit  the  needs  of  the  serial's  frequency.  See  Examples  47-50 
for  the  various  overriders.  A chart  listing  the  most  common  frequen- 
cies, the  appropriate  overrider  to  be  used  and  instructions  for  record- 
ing is  located  in  Appendix  A.l. 

2.  Indicating  receipt  of  multiple  copies  received  from  the  same  source 

Multiple  copies  received  from  the  same  source  must  be  accurately 
indicated  on  the  overrider  for  all  copyright  and  purchase  copies,  and 
some  gifts  or  exchange  titles  that  are  routed. 

The  accurate  recording  of  copies  received  serves  two  purposes  for  the 
Library.  First,  it  tells  the  Library  how  many  copies  have  been 

received.  This  is  important  to  Copyright  and  to  the  Order  Division  for 
claiming.  Secondly,  it  tells  the  accessioner  how  to  assign  further 

copies  as  they  are  received.  Because  each  copy  may  have  its  own  routing 
or  assignment,  the  accessioner  must  know  which  copies  have  already  been 
received  in  order  to  properly  assign  the  remaining  copies. 

All  copies  received  at  the  sane  time: 

1.  Write  issue  designation  only  on  overrider. 

1984 

All  copies  not  received  at  the  sane  time: 

1.  Write  in  the  number  received  to  the  right  of  the  issue 

designation  on  the  overrider. 

' 

1984 ‘ (24  copies  to  be  received) 
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2.  When  additional  copies  are  received,  change  number  to 

reflect  current  total. 

■lP  * 

1984  (6  additional  copies  rec'd) 

3.  When  all  required  copies  have  been  received  erase  the 
number,  leaving  the  issue  designation  alone. 

1984  (remaining  4 copies  rec'd) 

3.  Supplements,  indexes,  and  other  special  issues.  Frequently  special 
issues  are  received  which  do  not  fit  into  the  normal  numbering  scheme  of 
the  parent  serial . These  are  handled  in  various  ways  according  to  the 
type  of  issue  and  the  overrider  used  for  the  parent  entry.  When  these 
issues  are  to  be  checked- in,  record  on  the  front  of  the  overrider  or  on 
a separate  overrider.  DO  NOT  record  on  the  back  of  the  overrider,  even 
though  older  supplements  may  have  been  recorded  there.  When  creating  a 
separate  overrider  write  the  word  "Supplement",  etc.  at  the  top  for 
clarity. 

Supplements.  Supplements  fall  into  several  categories  depending  on 
their  bibliographic  features  and  publishing  status.  Some  will  be 
recorded  with  the  parent  title,  but  on  a separate  overrider,  while 
others  will  require  a separate  entry.  The  catalogers  will  make  the 
determination  as  to  whether  a separate  entry  is  needed  for  all  supple- 
ments. 


If  supplements  have  already  been  recorded  on  a separate  overrider 
record  the  issue  in  hand  on  that  overrider.  (See  Example  51.) 

If  supplements  have  only  been  recorded  on  the  back  of  the  over- 
rider, create  a separate  overrider  with  "Supplement"  written  at 
top.  If  the  holdings  for  supplements  listed  on  the  verso  are  not 
extensive  the  accessioner  should  transfer  the  information  onto  the 
new  overrider  and  line  out  the  old  information.  If  extensive,  the 
entry  should  be  pulled  and  sent  to  the  Editorial  & Reference  Unit. 
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PPHP“ II 


i 


Supplement 


EXAMPLE  51  : SUPPLEMENT 
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Whenever  a supplement  is  received  for  the  first  time  it  should  be  sent 
to  S&VF  or  the  cataloging  sections  for  further  investigation. 

Indexes.  There  are  various  types  of  indexes.  Most  indexes  index  the 
contents  of  a particular  title,  however,  some  such  as  Index  Medicus,  index 
the  contents  of  many  titles  and  are  separate  serials  in  themselves.  Only 
the  first  type  of  index  is  covered  here.  The  latter  is  treated  in  the  same 
manner  as  any  other  serial. 

Annual  indexes.  When  the  annual  index  to  a serial  is  separately  issued 
it  may  be  recorded  on  the  front  of  the  overrider  in  the  box  marked 
"Ind."  or  "T.P.&I."  A check  (>/)  in  this  box  is  sufficient.  If  for  some 
reason  the  front  of  the  overrider  cannot  be  used,  record  on  a separate 
overrider . 

Cumulative  indexes.  These  are  indexes  which  cover  a span  of  years,  such 
as  a quinquennial  index  which  covers  five  years.  These  may  or  may  not  be 
issued  by  the  same  publisher  that  issues  the  serial.  Cumulative 
indexes  should  always  be  recorded  on  separate  overriders,  NEVER  on  the 
front  of  the  overrider  in  the  "Ind"  box.  Specific  instructions  for 
cumulative  indexes  are  included  in  Part  II. 

Other  special  issues 

Separately  issued  title  pages.  Some  publishers  issue  separate  title 
pages  to  be  bound  with  the  volume.  These  are  recorded  by  checking  (vO 
the  appropriate  box  on  the  front  of  the  weekly,  daily,  or  monthly 
overrider. 

Special  issues  on  particular  topics.  Occasionally  a publisher  will 
dedicate  one  issue  to  a specific  topic.  If  the  issue  is  numbered  as 
part  of  the  regular  numbering  scheme,  accession  according  to  normal 
procedures. 
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If  the  issue  bears  its  own  title  and  is  unnumbered  or  is  otherwise  apart 
from  the  parent  title,  it  should  be  treated  as  a monograph  and  placed  on 
the  appropriate  shelf.  In  case  of  doubt,  refer  issue  to  reviser  or  unit 
supervisor. 

4.  Recording  errors  or  other  notes  relating  to  the  issue.  If  notes  must  be 
made  relating  to  the  issue,  these  are  recorded  on  the  back  of  the 
overrider.  An  asterisk  (*)  is  placed  next  to  the  designation  on  the 
front  to  indicate  the  note  on  the  verso. 

Notes  may  be  made  to  explain  publication  errors,  withdrawals,  or  to 
explain  combined  issues.  It  is  critical  that  they  be  recorded  neatly 
and  accurately  so  that  they  may  be  easily  interpreted.  Record  the  note 
giving  both  the  correct  and  incorrect  designation  such  as  "*Vol.  3,  no. 
1 incorrectly  printed  as  Vol.  2,  no.  1."  For  all  notes  be  sure  to  begin 
the  note  with  the  appropriate  issue  designation. 

5.  Recording  discards.  Serial  entries  bearing  treatment  decision,  DISCARD, 
or  SAMPLE  DISCARD,  are  typed  on  yellow  entry  cards.  These  serials  do 
not  receive  an  overrider.  Only  the  entry  card  will  appear  in  the  serial 
record.  It  is  desirable,  however,  to  know  that  a serial  is  still  being 
issued  and  received.  This  is  accomplished  by  indicating  the  year  on  the 
entry  card.  This  indicates  that  an  issue  for  that  year  has  been 
received.  As  subsequent  issues  for  the  year  are  received  a check  is 
placed  to  the  right  of  the  year.  The  frequency  of  the  serial  does  not 
matter  (i.e.,  if  the  serial  is  a monthly  write  only  the  year,  not  the 
month  and  year)  . No  other  notation  is  made  until  an  issue  for  the  next 
year  is  received.  Thus,  it  can  be  determined  which  serials  are  no  longer 
being  issued  or  received  without  actually  recording  all  of  the  issues. 
(See  Example  52.) 
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67-6  (REV  1!  &4) 


Hf  /?/A— 


<**.  -e.  w 


v^- 


/IfT 


-A  journal  -of  new  heat  -writings. 


DW  4/14/81. 


Keen  sets 

No.  1,  sumner  1980. 

^ND  DISCARD. 

CALL 

NO 

••V  .../••  1*1014 

1»O0 

#f$c 


\,£eatnito  fccau  smgs.  (Nsitirer/tter,  Press)  Ann  Artx^ 


No.  8,  Oct.  1980 


?SN0  il-PJSGARD; 


Keep. 


Bear  tracks.  (Hunting  For  Bears,  inc.)  Hanmond.  La. 


CALI 

NO 


Hi£k 


1.  Date  Indicates  first  issue  received  for  the  year. 

2.  Subsequent  issues  are  checked. 


EXAMPLE  52  : RECORDING  OF  DISCARD  ENTRIES 
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I.4C.  MARKING  THE  ISSUE 


1.  Periodicals,  Periodicals  are  marked  to  indicate: 

a . Copy 

b.  Entry  (for  shelving  by  custodian) 

c.  Routing 

a.  Copy.  All  serial  stamps  are  marked  to  indicate  copy.  This  may  be 

done  with  numbers,  checks,  words,  or  0's  as  appropriate. 

Keep  sets,  Current  issues  only.  Review  before  bind. 

1)  Copyright  copies.  Number  each  copy  as  prescribed  at  bottom  of 
overrider.  If  additional  copies  are  received  put  a checkmark  in 
the  stamp. 

2)  Purchase  copies.  Number  all  purchase  copies  as  prescribed  on 
overrider.  Additional  copies  should  be  noted  on  a "Purchase-6 
slip"  which  is  inserted  in  the  piece.  Place  the  piece  on  the 
Order  shelf  for  forwarding;  do  not  check  or  treat  as  a dupli- 
cate. 

3)  Exchange  and  Gift  copies.  Check  all  copies  unless  multiple 
routings  are  indicated  on  the  overrider,  in  which  case  number  as 
appropriate. 

4)  Extra  copies  received  after  volume  has  been  bound.  When  an 
extra  copy  is  received  and  it  is  evident  from  the  binding  record 
that  the  volume  has  been  bound,  treat  the  issue  as  a duplicate; 
write  "DUPL"  in  stamp  and  add  your  initials  next  to  the  stamp. 

Discard,  Sample  Discard 

1)  Write  "DISC"  in  stamp. 

Send  unchecked  to  ... 

1)  Write  "0"  in  stamp. 
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2)  If  serial  is  stamped  "Discard  NAL"  this  indicates  that  NAL  has 
sent  the  issue  to  LC.  If  the  entry  card  reads  "Send  unchecked 
to  NAL,"  DO  NOT  send  it  back  to  them!  Write  "DISC"  in  stamp 
and  place  on  Disc/Dupl.  shelf. 

3)  If  serial  entry  reads  "Send  unchecked  to  NLM, " Prepare  a Card 
Out  according  to  instructions  in  Part  II  and  forward  to 
Selection  Officer  for  review.  Serials  are  no  longer  routed  to 
NLM. 

b.  Entry 

Keep  sets.  Current  issues  only.  Review  before  bind 

Serials  are  shelved  by  the  custodial  division  according  to  the 
complete  entry  in  the  serial  record  file.  Thus  the  accessioner  must 
indicate  the  appropriate  entry  and  provide  any  missing  parts. 

If  the  serial  is  established  under  title  the  first  letter  of  the 
title  is  checked  (>/  ) . (MOTE:  Do  not  check  inital  articles  or 

other  non-filing  characters.) 

When  issuing  body  is  used  as  part  of  the  entry  that  body  must  appear 
in  full  form.  If  the  full  form  is  not  present  on  the  cover  or  title 
page  it  is  written  in  above  the  title.  The  various  elements  of  the 
entry  are  numbered.  This  includes  all  units  of  the  issuing  body 
plus  the  title. 

^Alabama.  2^nnual  report  of  energy. 

^-United  States.  ^Dept.  of  Transportation.  Aviation  news. 
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NOTE:  This  procedure  is  necessary  on  Serial  Division  material  only. 

For  periodicals  being  sent  to  other  custodial  divisions  the  entry  is 
not  needed  on  the  title  page. 

Discard , Sample  discard. 

Do  not  indicate  the  entry  on  the  piece. 

Send  unchecked  to  ... 

Do  not  indicate  the  entry  unless  the  serial  is  being  sent  uchecked 
to  Serial  Division. 

c.  Routing 

Keep  sets,  Current  issues  only,  Review  before  bind 

The  routing  or  assignment  is  taken  from  either  the  overrider  or  entry 
card  and  written  in  pencil  on  the  cover  in  the  upper  right  corner  of 
the  serial.  If  the  cover  is  too  dark  or  the  writing  would  be 
illegible,  use  the  first  available  page. 

When  more  than  one  destination  or  routing  is  indicated  on  the 
overrider  include  each,  separated  by  a slash. 

FRQ/SER 

Discard,  Sample  Discard.  No  routing  is  necessary  for  discards. 

Send  unchecked  to  . . . Write  on  the  cover  the  library  or  division  to 
which  the  serial  is  being  sent. 

NAL 
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1.  Stamp  checked  ( / because  source  is  Exchange  and  Gift.  1 

— 2.  Entry  is  under  issuing  body  which  is  written-in  above 
title  and  numbered. 

3.  Routing  is "Ser. " . 


EXAMPLE  53:  ACCESSIONING  PROCEDURES  - PERIODICALS 
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ccr«a«i!G%*c*>*»i  ••■uc»«u 
CIMCMSO  KAC*)*M.  »««oa«o 
CONGRtSO  K4CONAI  4WOCIW 
CONGRfSO  NACJONVU.  AftMOCEXO 
CONGRESO  NACOMAL  ARROCERO 
CONGRESO  NAOONAl  ARROCERO 
CONGRESO  NAOONAL  ARROCERO 

CnOTI  *'  * np-v.n i " -(J77G  1 
library  of  congress 

WASHINGTON  T C 205AO 
WASHINGTON  U;  S A 


ft^O  *>\  — 

L _ ..w  • »iwfVi<rtk  nnnW\<CrtO 

CONGRESO  NACIONAL  ARROCERO 
CONGRESO  NACIONAL  ARROCERO 
CONGRESO  NACIONAL  ARROCERO 
CONGRESO  NACIONAL  ARROCERO 
CONGRESO  NACIONAL  ARROCERO 
CONGRESO  NACIONAL  ARROCERO 
CONGRESO  NACIONAL  ARROCERO 
CONGRESO  NACIONAL  ARROCERO 
CONGRESO  NACIONAL  ARROCERO 
CONGRESO  NACIONAL  ARROCERO 
CONGRESO  NACIONAL  ARROCERO 
CONGRESO  NACIONAL  ARROCERO 
CONGRESO  NACIONAL  ARROCERO 
CONGRESO  NACIONAL  ARROCERO 

BOGOTA,  NOVIEMBRE  23  24  25  1983 


Toitj  Putl«l  reriucxU  Mo  7S6  dr  AHROST  A l 


1.  Supply  0 to  center  of  source  stamp. 

2.  Routing  (NAL)  is  supplied  on  cover. 


EXAMPLE  54:  SEND  UNCHECKED  TO  NAL  MATERIAL 
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2.  Bind/Label . Bind/Label  serials  are  marked  to  indicate: 


a.  Copy 

b.  Entry 

c.  Call  number,  including  assignment 

d.  Initials  of  accessioner 

e.  Routing 

a.  Copy.  Copies  of  Bind/Label  serials  that  are  to  be  retained  for  the 
collection  are  referred  to  as  sets  and  X-copies.  Additional  copies 
are  treated  as  duplicates.  Usually  a separate  overrider  is  created 
for  each  set,  while  multiple  X-copies  are  combined  on  one  or  more 
overriders.  The  entry  card  indicates  the  number  of  sets  to  be  kept, 
while  X-copy  numbers  are  found  on  the  bottom  of  the  overrider  with 
the  specific  assignments  listed  on  the  verso. 

Keep  sets 

1)  Sets  and  X-copies.  Copy  numbers  are  consecutively  assigned  and 
written  in  the  stamps. 

For  example,  24  copies  are  received:  2 sets  kept,  22  X-copies. 
These  are  marked  as:  1,  2,  X-3,  X-4,  X-5,  etc. 

2)  Duplicates.  Copies  which  exceed  the  number  of  sets  and  X-copies 
needed  become  duplicates.  Mark  "DUPL"  in  stamp. 

NOTE:  Do  not  mark  Purchase  materials  as  duplicates.  Insert  a 

"Purchase-6  slip"  in  serial  and  place  on  shelf  marked  "Purchase 
6 Disc./Dups"  for  return  to  Order  Division. 

Discard,  Sample  Discard.  Write  "DISC"  in  stamp. 
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Exception:  If  bound  volumes  or  long  runs  of  a serial  are  received, 

forward  to  the  Selection  Officer  and  make  a Card  Out.  If,  however, 
the  note  "Decision  from  bound  volumes"  appears  on  the  entry  card 
treat  as  a discard.  This  indicates  that  the  Selection  Officer  does 
not  want  to  retain  even  bound  volumes  of  the  title. 

Send  unchecked  to  . . . Place  "0"  in  stamp. 

b.  Qitry 

Keep  sets.  Indicate  the  entry,  as  found  on  the  serial  record  entry 
card,  by  placing  two  dots  (..)  under  the  first  letter  of  the  entry 
on  the  title  page  or  first  available  page  in  the  publication. 
(Never  use  the  cover!)  If  entered  under  an  issuing  body  or  juris- 
diction which  does  not  appear  on  the  title  page,  write  in  the  infor- 
mation above  the  title.  If  the  entry  is  a uniform  title,  include  the 
qualifying  information  in  parentheses.  (Do  not  nunber  the  parts  of 
the  entry.) 

Title  entry:  American  book  directory. 

Issuing  body  entry:  Washington  Bible  College.  Catalog 

Note:  It  is  not  necessary  to  mark  the  entry  on  multiple  copies 

after  the  first  copy  has  been  marked,  if  all  copies  are  being  sent 
to  the  same  location.  All  copies  should  be  secured  together.  If 
multiple  copies  are  to  be  sent  to  various  locations  the  entry  should 
be  indicated  on  each  copy. 

Discard,  Sample  discard.  Do  not  indicate  the  entry  on  the  piece. 
Send  unchecked  to  . . . Do  not  indicate  the  entry  on  the  piece. 
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c.  Gall  number  and  assignment.  The  call  number  is  written  in  the 
serial  whenever  a call  number  appears  in  the  box  marked  "Call  no." 
(For  instructions  on  processing  Bind/Label  serials  for  which  no  call 
number  has  been  assigned,  see  Part  II,  Other  volumes  in  process). 
The  call  number  consists  of: 

-LC  Classification  number  as  found  on  the  entry  card 
-Issue  designation 

-Set  or  X-copy  designation,  except  for  the  1st 
-Assignment  (when  there  is  one) 

Note:  Most  call  numbers  are  comprised  of  the  above  elements; 

various  types  of  call  numbers  are  also  used  and  are  described 
below. 

The  call  number  is  written  on  the  verso  of  the  title  page  in  the 
upper  right  corner  or  wherever  space  is  available.  The  call  number 
should  be  written  clearly  and  accurately  on  the  piece.  Do  not  write 
too  close  to  either  edge  of  the  publication,  allowing  1"  from  top 
and  side,  to  meet  binding  specifications. 

Note:  The  call  number  should  also  be  added  to  loose  material 

accompanying  a bound  volume,  such  as  maps,  errata  sheets,  etc. 

Writing  the  call  number  on  the  piece 

1)  LC  classification  number.  Write  in  the  information  as  found  on  the 
serial  record  entry  card  using  a separate  line  for  letters  and  numbers 
following  each  decimal  point. 


HC1743 

,C43 


HD1345 

P3A5 


Z633 


7 


N48 
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2)  Issue  designation.  Write  in  the  issue  designation  below  the  class 
number  as  it  has  been  recorded  on  the  overrider,  using  the  language  of 
the  piece.  Supply  words  such  as  "No."  when  necessary  (in  English)  . 


HC1743 

HD1345 

Z633 

,C43 

.D3 

.7 

v.3,  1970 

Bd.  85 

.N48 
No.  8 

3)  Sets  and  X-copy  designations 

Sets.  The  set  number  is  written  below  the  issue  designation.  The  first 
set  is  not  indicated  but  assumed. 


1st  set 

2nd  set 

HC1743 

HC1743 

,C43 

.C43 

v.3,  1970 

v.3,  191 

2d  set 

X-copies.  For  all  X-copies  write  only  "X-copy"  in  the  call  number.  No 
numerical  designation  is  given  since  this  is  recorded  in  the  stamp. 

HC1743 

.C43 

v.3,  1970 

X-copy 

4)  Assignments.  Not  all  serials  will  have  assignments;  for  those  that  do 
it  will  be  recorded  as  the  last  element  of  the  call  number.  (The 
information  is  found  after  the  copy  number  on  the  verso  of  the  over- 
rider.) The  assignment  consists  of  the  curently  approved  office  symbol 
and  should  be  checked  against  the  current  list  when  necessary.  Whenever 
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a serial  has  an  assignment  a special  assignment  slip  is  inserted  in  the 
piece  with  the  correct  symbol  for  the  office  or  division  written  in  the 
"Assign  to"  space. 

The  complete  call  number  with  assignment  will  appear  as: 


HC1743 

HC1743 

HC1743 

.C43 

.C43 

.C43 

v.3,  1970 

v.3,  1970 

v.3,  1970 

MRR  Ale 

2d  Set 

X-copy 

SSRR 

Law  Ref 

When  there  is  no  assignment  the  call  number  will  end  with  the  set  or  X-copy 
designation,  or  the  issue  designation  for  1st  sets. 

HD1345  HD1345 

. P3A45  . P3A45 

Bd.  85  Bd.  85 

2d  set 


Other  types  of  call  numbers 


1)  Minimal  level  cataloging.  Call  numbers  are  assigned  which  serve  as 
shelf  numbers.  These  are  assigned  in  the  Serial  Record  Division  rather 
than  the  Subject  Cataloging  Division  and  apply  only  to  those  publica- 
tions chosen  for  minimal  level  cataloging.  The  third  part  of  the  call 
number  is  the  issue  designation  and  is  assigned  by  the  accessioner.  The 
appropriate  custodial  division  designation  is  included  as  the  last 
element  of  the  call  number. 


WMLC  L 

WMLC  L 

82/67 

82/291 

1976 

36th,  ; 

Ser 

Ser 
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2)  Law  materials.  Serials  in  the  category  Law  for  which  a full  LC  call 
number  is  not  available  are  given  a call  number  consisting  of  words, 
numbers  and  dates.  The  issue  designation  is  the  last  element  of  the 
call  number  and  is  supplied  by  the  accessioner.  These  appear  as: 


LAW 

LAW 

IVORY  COAST 

FRANCE 

6 

2 

*(1982-) 

(1983-; 

1984 

1984 

(*This  date  is  part  of  the  call  number,  not  a designation  date.) 

d.  Initials.  The  accessioner  writes  his/her  initials  on  the  verso  of  the 
title  page,  or  whatever  page  has  been  used  to  record  the  call  number, 
in  the  upper  left  corner. 

e . Routing 

Keep  sets.  Current  issues  only.  Review  before  bind 

Unbound  serials  Write  'Bind/Label ' in  pencil  on  the  title  page  in  the 
upper  right  corner  and  place  on  appropriate  shelf. 

Bound  serials  Do  not  mark  but  place  on  designated  shelf  for  transfer 
to  Binding  Division. 

Discards,  Sample  Discard 

No  routing  or  assignment  applies  to  discards;  place  on  designated  shelf. 
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Send  unchecked  to  . . . 


Uhbound  serials  Write  destination  on  cover. 

Bound  serials  Write  "Send  unchecked  to  (destination)"  on  waste  card 
and  insert.  NOTE:  This  rarely  occurs  and  should  be  investigated  by  the 
unit  head;  therefore,  forward  the  publication  to  the  unit  head  before 
placing  on  the  designated  shelf. 
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EXAMPLE  55  : ACCESSIONING  PROCEDURES  - BIND  LABEL 
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EXAMPLE 


56 : ACCESSIONING  PROCEDURES  - BIND  LABEL , 3x5  ENTRY 
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NOTE:  Data  supplied  to  SEND  TO  box 

for  Minimal  Level  Cataloging 
entry  differs  from  regular 
keep  and  non-keep  entries. 

EXAMPLE  57s  MINIMAL  LEVEL  CATALOGING  PROCEDURES 
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PART  2 


Part  II  describes  procedures  for  problems,  changes,  and  special  types  of 
materials.  Various  methods  are  used  for  processing  these  materials.  In 
some  cases  the  accessioner  is  able  to  recognize  and  solve  the  problem.  In 
other  cases  the  piece  is  referred  to  other  staff  members  in  the  Division  for 
further  investigation. 

CARD  OUTS  AND  CARD  OUT  SLIPS 

The  basic  question  encountered  when  processing  problem  material  is  when  and 
how  to  prepare  a Card  Out.  In  general,  a Card  Out  is  prepared  when  a serial 
record  entry  is  removed  from  the  file.  (See  chart  on  p.  124.) 

The  Card  Out,  completed  by  the  accessioner,  provides  bibliographic  informa- 
tion similar  to  the  serial  record  entry  card.  This  entry  prevents  further 
accessioning  of  issues  while  a change  or  problem  is  being  investigated. 

Separate  Card  Outs  are  used  for  the  visible  and  3x5  files.  (See  Examples 
58A  and  58B.) 

Card  Outs  are  prepared  for  the  situations  listed  in  Columns  B and  C on  the 
chart.  For  specific  instructions,  please  refer  to  the  chapter  or  section 
which  covers  each  particular  problem  or  change.  Those  situations  listed  in 
Column  A do  not  require  a Card  Out  because  only  one  person  is  involved  in 
processing  the  material. 

Depending  on  the  situation,  the  accessioner  either  pulls  the  entry  and 
replaces  it  with  the  Card  Out  or  places  the  Card  Out  in  the  piece.  In 
either  case  the  piece  is  forwarded  to  another  staff  member  who  will  counter- 
sign the  Card  Out  (i.e.,  he/she  crosses  out  the  surname  of  the  accessioner 
and  adds  his/her  own  surname  and  date  to  the  Card  Out) . 

If  further  issues  are  received  while  the  Card  Out  remains  in  the  file  they  are 
not  to  be  accessioned  and  are  forwarded  to  the  countersigner.  This  is  done 
by  filling  out  a Card  Out  Slip,  inserting  it  in  the  piece,  and  placing  the 
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piece  on  the  designated  shelf.  (See  Example  58C.) 

Instructions  follow  for  preparation  of  a visible  file  or  3x5  Card  Out  and 
the  Card  Out  Slip. 
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■1 . Supply  your  surname. 

2.  Give  reason  for  withdrawal  of  card. 

3.  Supply  date  of  preparation  of  card. 


Card  withdrawn  by : 

For. 

Dntc: sjfitjsV  _ 


tx^uC  ■ 

Entry: 


•7-47  (1/71) 

C^O  l»|4-  0-4K-I03 


HD  193-0 
. s 

.nhu 

Ji 

CARD  OUT 


4.  Keep  material  = 

of  sets  retained. 


supply  call  number  and  number 


Non-keep  material  = supply  selection  decision 
(e.g.,  CIO,  RBB , etc.). 

5.  Supply  complete  entry  and  place  of  publication. 


EXAMPLE  58A • COMPLETED  CARD  OUT  (VISIBLE  FILE) 
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1.  Supply  complete  entry  and  place  of 

publication . 

— 2.  Keep  material  = supply  call  number 

and  number  of  sets  retained. 

Non-keep  material  = supply  decision 
( e . g . , CIO,  RBB , etc.) 

r-3 . Give  reason  for  withdrawal  of  card. 

4.  Supply  date  of  preparation  of  card  and - 
your  surname. 


CAKB  •UT 


Entry  AS^LpAs  * LpfcbvO. 


Imprint  date 

Call  number.  Ex  jcZJih 
Purpose  of  removal. 

Date 

LW  14/M  <r*r  4/41 ) 


Card  number. 


..A.L&dJL I se-f- 



Name—  _4f 


EXAMPLE  58B  : COMPLETED  CARD  OUT  (3x5  File) 
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1 

to:  □ i::::::'" 

Card 

s 

Serial  Record  entt) 

f 

Out 

lip  d 

r 

. Oca»d  OOT  la  (11a  ^ 

^ 

Hit  >lf 

rc*p«r«4  b r 

i 

1 

Cllt  OOT  alto  traparaO  k; 

■aea  ^ 

Ntf 

— 1.  Check  the  appropriate  section  for 
forwarding  of  serial. 

(—2.  Enter  serial  record  file  entry. 
r3.  If  CARD  OUT  entry  is  in  file: 

a.  check  CARD  OUT  box. 

b.  preparer  enters  surname 

(if  available) 

c.  countersigner  adds  surname 

and  date  of  countersigning 

d.  enter  reason  for  withdrawal 

e.  enter  call  number  or 

decision 

If  title/heading  change  slip  is 

stapled  to  overrider: 

a.  preparer  enters  surname 
(if  available) 

b.  countersigner  adds  surname 

and  date  of  countersigning 

c.  enter  call  number  or 
decision 

-4.  Supply  your  surname  and  date 
processed. 

5.  Insert  CARD  OUT  slip  into  serial 
and  place  on  appropriate  shelf. 


EXAMPLE 


58C  • 


CARD  OUT  SLIP 


II. 1 CHANGES 


Types  of  Changes 

One  of  the  more  interesting  and  challenging  aspects  of  serial  work  is 
keeping  up  with  changes.  Changes  can  originate  with  the  publisher  (e.g.,  a 
title  change),  or  with  the  Library,  (e.g.,  a change  of  call  number). 
Regardless  of  the  nature  of  the  change,  it  is  important  that  the  serial 
record  entry  be  kept  up-to-date  for  accurate  retrieval  of  information. 

The  following  list  represents  changes  that  occur  within  the  serial  itself. 
The  accessioner  is  responsible  for  recognizing  these  changes  and  taking  the 
appropriate  action  when  any  one  of  them  occurs. 

Title 

Issuing  body  or  Heading 
Designation  or  numbering 
Frequency 

Changes  that  originate  within  the  Library  are  not  usually  the  initial 
responsibility  of  the  accessioner.  It  is  his/her  duty,  however,  to 
interpret  the  changes  on  the  card  for  accurate  processing.  Some  of  these 
changes  include: 


Assignments  and/or  custodial  responsibility 
Call  number 
Retention  decisions 
Series  treatment 
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II.  1A.  TITLE  OR  HEADING  CHANGES 


1.  Title 


Any  change  in  the  wording  of  a the  title,  including  the  order  of  words,  is 
considered  as  a potential  title  change. 

NOTE:  If  the  title  appears  in  more  than  one  language  on  the 

serial  and  the  first  named  title  is  not  the  one  used  for  the 
entry,  refer  serial  to  your  reviser  for  a possible  cross  re- 
ference. Do  not  treat  as  a title  change,  unless  the  title  used 
for  the  entry  no  longer  appears  on  the  piece. 

In  Example  59  note  the  difference  in  the  title  on  the  serial  record 
entry  card  and  the  title  that  appears  on  the  piece.  Although  the  first 
three  words,  "Sweet's  catalog  file"  are  still  the  same,  the  words  that 
follow  this  portion  of  the  title  are  different.  Depending  on  the  v^y 
the  piece  has  been  cataloged  this  may  or  may  not  constitute  a title 
change.  The  accessioner  should,  therefore,  refer  this  piece  to  the 
appropriate  unit  for  investigation  or  change.  It  is  not  the  duty  of  the 
accessioner  to  make  this  determination. 

2.  Heading 

Changes  in  the  heading  may  involve: 

A change  in  the  name  of  a body, 
or 

A new  body  being  responsible  for  the  publication 
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Sweet’s 

Catalog 

File 

— ► Products  for 
General  Building 
and  Renovation 


H I'W  '-'3, 

~*yt  /- / 3 /»*  iM  jhrJn  .•?. 
/f  6**4*’-*  u*r*Jy  *-*-n  82 


O - IIMII 





,!i»3,r,/./ 


TO 


©Cat 


Cat  Sec 


□mlc 


□ 


P*R  Sec 


Sent  for  change  of^TITLE^or  HEADING.  Send  all 
additional  issues  to  the  appropriate  section. 
DO  NOT  ACCESSION  PIECE.  i/zi/& 


SC  NO 

Information  Systems  Co. ) to 

S8  J 

Sweet's  catalog  file:  c architectural  products  for 

± 


NOTE:  Different  subtitles 

Sweet's  Division 


McGraw-Hill  information  Systems  Company 
1221  Avenue  of  the  Americas.  N.Y..  N.Y.  10020 


. I9«u  t*  WItOm. he  Al  ngns  innwl  turd  *» 
(w— xflh,i  .XW  n»  Lh«o  Copvh^n  Vi  c*  1976  no  twi  c*  i*w 

r»ntn  in'  tvfvwlirwl  O*  (MiiOuwo  »<  »n>  torn  o<  t<v  any  "*•»  no* 
m*,  .hi*  |i.m  (1  <*  dr  W»w1  h'  • <Mt«  haw  ev  o«*t  w»-ltoryc 

rntw\*  »y»*-h  «r*nou  fh*  r*c  Wi«w«l  ppmwwh  o<  %*cGtmm  M*  he 


EXAMPLE  59  : TITLE  CHANGE 
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EXAMPLE  60  : HEADING  CHANGE 
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A change  in  heading  is  noted  only  when  the  body  has  been  used  in  the 
serial  record  entry.  This  includes  the  following  types  of  entry: 

Issuing  body.  Title 

Title  (Qualified  by  issuing  body)  - green  cards  only 

In  example  60  the  issuing  body  on  the  entry  card  is:  California. 

Concessions  Division.  The  issuing  body  on  the  piece  is:  State  of 

California  — The  Resources  Agency,  Department  of  Parks  and  Recreation, 
Office  of  Economic  and  Fiscal  Affairs.  This  is  an  obvious  candidate  for 
a heading  change  and  should  be  forwarded  to  the  appropriate  area  for 
investigation. 

To  determine  who  will  receive  a serial  in  question,  the  accessioner 
examines  the  entry. 

Send  to  Cataloging  Sections  if:  Keep  ...  sets 

Send  to  P&R  (S&VF  Unit)  if:  Current  issues  only 

Review  before  bind 
Discard  or  Sample  discard 
Send  unchecked  to  ... 

3.  To  process  title  or  heading  changes: 

a.  Do  not  accession  the  piece  in  hand.  If  there  is  an  assignment,  place 
a completed  Special  Attention  Slip  with  the  assignment  in  the  piece. 

b.  In  pencil  prepare  a Card  Out.  Following  the  general  instructions  on 
Pages  126-127. 
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c.  Staple  a Title/Heading  change  slip  to  the  top  overrider  at  the 
center.  Supply  surname  and  date. 

d.  Attach  a New  serial  slip  (NS  slip)  to  inside  cover  of  piece.  Write 
"Title  change"  or  "Heading  change"  at  bottom  of  slip.  Supply  your 
surname  and  the  date  at  top.  (For  instructions  see  Example  61.) 

e.  Insert  completed  Card  Out  in  the  piece.  Place  on  designated  shelf. 

4.  Title/Heading  Change  Slip 

This  slip  is  stapled  to  the  first  overrider  for  the  entry  when  a title 
or  heading  change  is  suspected.  A Card  Out  is  prepared  and  inserted  in 
serial.  The  change  slip  alerts  file  users  of  the  possible  change  prior 
to  filing  of  the  Card  Out  in  the  serial  record.  It  also  indicates  the 
unit  or  section  to  which  the  problem  serial  was  sent. 

To  complete: 

a.  Check  appropriate  box  according  to  selection  decision. 

b.  Circle  the  appropriate  word  for  the  change  in  hand  (i.e.,  TITLE  or 
HEADING) . 

c.  Supply  surname  and  date  of  processing. 


To  □ 


Cat  Sec 


□ 


P&R  Sec 


Sent  for  change  of  ^TITLE)  or  HEADING.  Send  all 
additional  issues  to  the  appropriate  section. 
DO  NOT  ACCESSION  PIECE. 


DO  NOT  ACCESSION  PIECE. 
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EXAMPLE  61  : NEW  SERIAL  SLIP  WITH  REQUEST  FOR  CHANGE 
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5.  Title  or  Heading  Changes  - Complete  Process. 


Because  title  and/or  heading  changes  are  the  most  commonly  encountered 
types  of  changes  it  is  important  that  the  accessioner  understand  the 
entire  change  process.  The  steps  involved  in  processing  title  or 
heading  changes  are  listed  below.  (Steps  performed  by  the  accessioner 
are  preceded  by  an  asterisk  (*) . 

*1.  Accessioner  identifies  potential  change  on  the  piece  in  hand. 
Piece  is  not  accessioned. 

*2.  Accessioner  prepares  Card  Out;  inserts  and  places  it  in  the  serial. 
An  NS  slip  is  attached  inside  back  cover.  The  serial  is  forwarded 
to  the  appropriate  section  by  placing  it  on  designated  shelf. 

*3.  Accessioner  staples  a Title/Heading  Change  Slip  to  the  top  over- 
rider of  the  serial  record  entry.  The  entry  is  not  pulled. 

4.  The  person  receiving  the  piece  examines  it: 

a.  The  title  or  heading  change  requires  a new  entry: 

1)  He/she  crosses  out  the  accessioner 's  name  on  the  Card  Out 
and  countersigns  and  dates  card. 

2)  The  serial  record  entry  is  pulled  and  replaced  by  the  Card 
Out. 

3)  A new  record  is  created: 

(a)  If  "keep"  material  - a new  record  containing  a linking 
note  is  created  on  the  OCLC  data  base;  the  serial 
package  is  forwarded  to  the  Maintenance  Unit  for 
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preparation  of  the  serial  record  entry  card  and 
accessioning . 

(b)  If  "non-keep"  material  - title  is  cataloged  by  the 
S&VF  Cataloging  Unit,  a new  serial  record  entry  card 
is  created,  and  the  piece  is  accessioned. 

b.  The  title  or  heading  change  does  not  require  a new  entry: 

1)  Serial  is  returned  for  accessioning. 

2)  Cataloger  removes  slip  from  serial  record  entry. 

3)  Accessioner  adds  "Record  of  permanent  holdings"  overrider  to 
entry.  Rejected  title,  date,  and  surname  of  cataloger  are 
added.  Further  variations  rejected  as  title  changes  will 
also  be  added  to  this  overrider. 

*5.  If  later  issues  are  received  while  the  piece  is  being  processed,  the 
accessioner  prepares  a Card  Out  Slip  and  forwards  the  issue  to  the 
appropriate  person.  The  piece  is  not  accessioned. 

6.  After  the  new  entry  card  is  created  by  either  S&VF  or  the  Mainte- 
nance Unit,  it  is  filed  in  the  serial  record.  All  future  issues 
bearing  the  new  title  or  issuing  body  will  be  checked-in  on  that 
entry. 

7.  Linking  notes  on  both  old  and  new  entries  refer  the  searcher  to 
the  earlier  or  later  title  or  heading  entry. 
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*7-47  (1/71 


Card  withdrawn  by: 
For: 


*jSlx6c^ 


Date : 


H2>  sjl 


cLu*j 


SufpL 


CARD 


OUT 


Entry 


as 


Purchasing  research 


Purchasing 
& Supply 
Hanagemen 

innh  ( i('ii:oiBiK(,ii.\a.S'(rvixi)juj,i,i.v 


Dcfcmbcr  l9M  ISSN  t»26S-I®72  i3.00 


STEP  1 

Card  Out  prepared  and  attached  to  serial. 


EXAMPLE  62A:  TITLE  CHANGE 
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STEP  2 


New  Serial  title  slip  (NS  slip) 


New  Serial  title  slip  is  com- 
pleted and  stapled  to  back 
cover  of  serial. 


STEP  3 

Title/heading  change  slip  is 
completed  and  stapled  to 
overrider . 


REVIEW 

Steps 

to  follow  for 

title/heading  changes  include: 

1. 

Card  Out  prepared  and  attached  to  serial. 

2. 

New  Serial  title  slip  completed  with  change 
statement  and  stapled  to  back  of  serial  cover. 

3. 

Title/heading  change  slip  stapled  to  serial 
record  file  entry  overrider. 

EXAMPLE  62b:  TITLE  CHANGE 
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II. IB.  CHANGES  AND  INCONSISTENCIES  IN  NUMBERING  OR  DATE  DESIGNATIONS 

A number  or  date  designation  found  on  a serial  issue  which  deviates  from  the 
established  pattern  on  the  entry  may  be  the  result  of  one  of  the  following: 

1.  Titles  are  the  same  but  entry  does  not  match  the  piece 

Remember  that  many  serials  have  similar  or  identical  titles.  A number 
which  does  not  fall  into  the  set  pattern  is  a good  clue  that  the  entry 
found  may  not  be  for  the  piece  in  hand. 

If  this  occurs  check  the  entire  entry  against  the  serial  in  hand  by  com- 
paring publishing  information  and  ISSN.  Search  for  other  entries  in  the 
file  which  may  fit  the  serial. 

If  you  question  the  appropriateness  of  an  entry  - do  not  accession  the 
piece.  Refer  to  your  reviser  or  unit  supervisor.  If  no  entry  is  found 
which  matches  the  piece  in  hand,  place  the  issue  in  Search. 

2.  Publisher's  error  or  inconsistencies 


Occasionally  publishers  print  an  incorrect  number  or  date  on  a serial 
issue.  This  is  often  easily  determined  by  examining  the  overrider.  If 
previous  issues  have  been  recently  recorded  the  appropriate  designation 
should  become  obvious. 

For  example,  an  issue  is  received  bearing  the  designation, 
Vol . 53,  no.  5,  June  1983.  The  last  issue  recorded  on  the 
overrider  is:  Vol.  53,  no.  5,  May  1983.  The  frequency  is 

monthly.  The  accessioner  determines  the  appropriate  designa- 
tion to  be  Vol.  53,  no.  6,  June  1983. 
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When  this  occurs  the  correct  designation  is  recorded  and  asterisked.  A 
note  is  added  to  the  verso  of  the  overrider:  (See  Example  63.) 

*Vol.  53,  no.  6,  June  1983  incorrectly  printed  as  Vol.  53,  no.  5 

3.  Change  in  numbering  and/or  date 

Designation  changes  may  occur  apart  from  any  other  change  in  a serial. 
When  this  occurs  look  for  some  type  of  explanation  in  the  editorial  or 
introductory  pages  of  the  serial. 

Minor  changes.  Minor  changes  in  designation  are  those  which  do  not 
significantly  alter  the  original  designation. 

For  example,  letters  or  dates  added  to  or  dropped  from  a number, 
while  the  numbering  is  continued  consecutively. 

37,  38,  A-39,  A-40,  etc. 

84-534,  84-535,  536,  537,  etc. 

For  minor  changes  the  accessioner  must  determine  whether  the  same 
overrider  is  appropriate  to  the  new  numbering  scheme.  If  so,  the  new 
number  is  added  and  asterisked  and  a note  is  added  to  the  verso  of  the 
overrider  to  explain  the  change.  If  the  new  numbering  will  not  easily 
fit  on  the  same  overrider,  a new  overrider  is  made  by  the  accessioner 
with  the  note  added. 


*A-39,  letter  added  to  nos.  with  this  issue 

Major  changes.  Major  changes  in  designation  are  those  which  signifi- 
cantly alter  or  completely  change  the  original  numbering/date  scheme. 
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Examples  of  major  changes  are: 


Cdnsecutive  numbering  is  changed  to  volume  and  number  designation 
Numbering  is  dropped  leaving  date  as  only  designation 

Frequently  a major  change  in  designation  signals  another  change  in  the 
serial  (although  this  is  not  always  the  case)  . This  may  be  a change  in 
frequency  or  a change  in  the  status  of  the  serial  itself,  such  as  a 
merger  with  another  title.  In  any  case  where  a major  change  in  designa- 
tion is  detected,  the  accessioner  should  refer  the  issue  to  the  cat- 
alogers  or  S&VF  Unit,  as  appropriate.  Follow  the  procedures  for  a title 
or  heading  change. 


141 


EXAMPLE  63:  PUBLISHER'S  ERROR  IN  NUMBERING 
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II.  1C.  FREQUENCY  CHANGES 


It  is  the  responsibility  of  the  accessioner  to  identify  and  process  fre- 
quency changes.  These  changes  should  be  identified  at  the  time  the  issue  is 
recorded  in  the  serial  record. 

When  a frequency  change  is  identified  the  accessioner: 

1.  Determines  whether  issues  with  the  new  frequency  may  be 
recorded  on  the  same  overrider  or  a new  one  is  necessary. 
(For  guidance  see  the  "Assignment  of  overriders  by  frequency" 
chart,  Appendix  A.l.) 

2.  Makes  note  of  the  change  and  any  numbering  changes  by  as- 
terisking the  issue  recorded  on  the  front  of  the  overrider 
and  adding  a note  to  the  verso: 

Man. -Feb.  1983,  No.  1,  with  this  issue  frequency  changed 
from  monthly  to  bimonthly. 

Although  frequency  information  is  provided  on  the  MARC  record  for  the  serial 
title,  this  information  is  not  updated  when  a change  occurs.  There  is  no 
need  to  prepare  a Card  CXit  or  forward  the  issue  to  the  catalogers. 

NOTE:  Occasionally  a periodical  is  issued  with  an  annual  summary  or 

cumulation . This  does  not  constitute  a change  in  frequency,  however,  a 
separate  entry  is  required  for  the  annual.  If  the  entry  for  the  annual  is 
not  located  in  the  serial  record  send  to  Search  as  a new  title. 
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II. ID.  OTHER  CHANGES 


1.  Assignments  and  Office  symbols 

Assignments  for  a serial  are  found  on  the  verso  of  the  overrider. 
Current  office  symbols  are  used  for  each  assignment.  When  the  assign- 
ment changes  (i.e.,  a new  location  is  designated  to  receive  the  issue), 
the  Editorial  and  Reference  Unit  is  notified  of  the  change  and  the 
serial  record  entry  is  updated  by  E&R  to  reflect  this  change.  The 
accessioner  notes  the  new  designation  and  routes  the  serial  to  the  new 
destination.  The  same  procedure  applies  to  routing  changes.  (See 
Example  64.) 

Occasionally  an  LC  office  symbol  is  changed  to  reflect  a change  in  the 
name  of  the  office  or  division.  When  this  occurs,  it  is  not  possible 
to  make  all  the  necessary  changes  to  the  serial  record  files.  It  is  the 
responsibility  of  the  accessioner  to  keep  abreast  of  these  changes  and 
make  the  necessary  office  symbol  changes  to  the  records  as  they  are  en- 
countered . 

A current  listing  of  LC  office  symbols  is  published  annually  in  the  LC 
Telephone  Directory. 

2.  Retention  Decisions 

The  Selection  Officer  is  responsible  for  determining  when  a retention 
decision  change  is  needed.  If  change  is  warranted,  the  Selection 
Officer  notifies  E&R  of  change  and  E&R  processes  the  request.  It  is  the 
responsibility  of  the  accessioner  to  interpret  the  card  correctly  and 
process  the  serial  according  to  the  new  selection  decision. 
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EXAMPLE  64  : ROUTING  CHANGE 
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I I. 2 SPECIAL  PROBLEMS 


II. 2A.  OTHER  VOLUMES  IN  PROCESS  (OVIP'S) 

In  general,  this  phrase  is  used  to  describe  keep  items  that  lack  a call 
number.  These  items  cannot  be  forwarded  for  labeling  and  shelving  and 
receive  special  treatment.  An  OVIP  slip  is  used  to  identify  these 
serials. 


OVIP's  are  divided  into  "Old  OVIP's"  and  "New  OVIP's" 

Old  OVIP's  are  those  entries  established  prior  to  June  14,  1971 
which  have  not  been  cataloged.  When  accessioning  old  OVIP's  the 
entry  is  not  indicated  on  the  title  page.  (The  cataloging  date 
appears  on  the  verso  of  the  entry  card)  (See  Example  65.) 

New  OVIP's  are  those  cataloged  after  June  14,  1971.  New  OVIP's 
are  accessioned  according  to  normal  procedures.  (See  Example  66.) 

To  process  OVIP's: 


1.  Accession  the  piece. 

a.  Check  in  on  the  overrider. 

b.  Indicate  entry  on  title  page  if  New  OVIP. 

2.  Complete  OVIP  slip. 

a.  Write  first  two  letters  of  entry  at  top  of  slip. 

b.  Write  in  the  day's  date  on  line  marked  "Forwarding  date." 

c.  Write  below  forwarding  date:  "Entry  made  (date  from  verso  of 

entry  card) " 

3.  Insert  OVIP  slip  in  piece  and  place  on  shelf  designated  for  either 
Old  or  New  OVIP's. 
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EXAMPLE  65:  OLD  OVIP 
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EXAMPLE  66  : NEW  OVIP 
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II. 2B.  PURCHASE  ORDERS 


Purchase  orders  are  filed  in  the  serial  record  by  the  Maintenance  unit  and 
indicate  that  a serial  has  been  ordered  but  not  yet  received. 

Cne  of  three  procedures  is  used  when  a purchase  order  is  encountered  in  the 
file.  The  first  two  apply  to  situations  where  the  purchase  copy  has  been 
received.  The  third  explains  the  procedure  for  handling  non-purchase 
copies. 

1.  Order  slip  is  attached  to  blue  card 

This  situation  occurs  when  a title  is  ordered  and  no  entry  exists  in  the 
serial  record.  There  are  two  copies  of  the  order  slip  attached  to  the 
blue  card. 

To  process: 

a.  Indicate  on  both  slips  which  issues  have  been  received  and  date  of 
receipt. 

b.  Remove  blue  card  with  order  slips  attached. 

c.  Insert  blue  card  with  one  slip  attached  in  publication  and  place  in 
Search.  Place  other  slip  on  designated  shelf. 

2.  Order  slips  attached  to  serial  record  entry 

When  an  entry  already  exists  for  copies  received  from  another  source, 
the  order  slips  are  attached  to  the  existing  record  on  a separate 
overrider. 

a.  Pull  slips  and  mark  one  as  above.  The  other  may  be  discarded. 

b.  Set  up  a separate  overrider  for  purchase  copy.  Be  sure  to  record 
the  order  number  at  bottom  from  the  order  slip. 

c.  Accession  piece  in  hand. 

d.  Place  order  slip  on  designated  shelf. 
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3.  Purchase  order  slip  is  found  in  file  but  copy  received  is  non-purchase 
copy 


If  the  piece  received  bears  a stamp  indicating  a source  other  than 
purchase,  the  order  slip  should  NOT  be  pulled.  If  there  is  an  existing 
entry  in  the  file,  the  piece  is  accessioned  on  the  appropriate  over- 
rider. If  there  is  no  existing  entry,  i.e.  purchase  order  attached  to 
blue  card,  the  piece  must  be  sent  to  Search. 
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II. 2C.  SUBSTITUTING  COPIES  TO  FILL  SETS 


Normally  a copy  can  be  checked-in  only  on  the  source  overrider  corresponding 
to  the  stamp  on  the  publication.  For  purchase  materials  this  is  always  the 
case.  The  following  procedure  is  not  to  be  applied  to  purchase  materials. 
If  gift  or  other  source  copies  are  received  and  the  necessary  purchase 
copies  have  not  been  received  bring  to  the  attention  of  the  unit  supervisor 
so  that  a claim  can  be  initiated. 

When  accessioning  Bind/Label  serials,  copies  received  from  E&G  may  be 
exchanged  with  Copyright  copies,  or  vice  versa,  in  order  to  fill  needed 
sets. 

To  fill  sets  from  other  sources: 

1.  Accession  the  piece  on  the  overrider  assigned  to  the  source  for  the  set. 
(Not  the  source  of  the  issue.) 

2.  Asterisk  (*)  the  designation.  On  verso  of  overrider  make  note:  "34th, 
1980  rec'd  as  Gift,"  etc. 

3.  If  the  copy  is  received  which  normally  would  have  been  treated  as  that 
set  (i.e.  the  2nd  Copyright  copy): 

a.  Treat  as  a duplicate;  or 

b.  Use  to  fill  an  X-copy  assignment  if  one  is  indicated  on  a 
non-purchase  overrider. 

For  example,  the  decision  on  the  serial  record  entry  is  "Keep  2 sets"  with 
both  sets  indicated  as  Copyright.  One  Copyright  copy  has  been  received  and 
is  recorded  on  the  overrider  for  set  1.  A Gift  copy  is  then  received  and  is 
recorded  as  the  2nd  set  on  the  Copyright  overrider.  The  entry  is  asterisked 
and  a note  is  added  to  the  verso  of  the  overrider  to  indicate  the  actual 
source  of  the  copy.  There  are  no  X-copies  needed,  thus,  when  the  2nd 
Copyright  copy  is  received  it  is  treated  as  a Duplicate. 
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II. 2D.  CHANGING  3X5  ENTRIES  TO  VISIBLE  FILE  ENTRIES 


The  transfer  of  3x5  entries  and  their  holdings  to  the  visible  file  is  an 
ongoing  project.  In  general,  all  curently  received  serials  with  entries  in 
the  3x5  file  are  transfered  to  the  visible  file.  Three  types  of  materials 
are  excluded,  however,  from  this  procedure:  Law,  City  directories,  and 

discard  entries. 

When  a periodical  is  located  only  in  the  3x5: 

1.  Complete  a visible  file  Card  Out  and  file  in  the  visible  file.  DO  NOT 
make  a 3x5  card  out.  Reason  for  removal:  "transfer  holdings  to  visible 
file." 

2.  Remove  entire  entry  from  3x5  file. 

3.  Attach  waste  card  with  note,  "Bring  down  to  visible  file." 

4.  Insert  cards  and  note  in  serial,  and  place  on  designated  shelf  in 
Editorial  and  Reference  Unit.  DO  NOT  accession  the  issue. 
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II. 2E.  DUPLICATE  ENTRIES 


Occasionally  two  entries  may  be  found  in  the  serial  record  for  the  same 
title,  and  these  may  appear  to  be  duplicates.  This  may  be  the  case,  or 
there  may  be  a legitimate  reason  for  both  entries  being  in  the  file.  If 
this  situation  occurs,  examination  by  a cataloger  or  more  experienced 
technician  is  warranted.  When  duplicate  entries  are  suspected,  follow  the 
procedures  as  listed  below. 

To  process: 

1.  Check  the  entries  closely  to  ascertain  whether  these  entries  are 
possibly  duplicates.  Check  the  title,  publisher,  ISSN,  LCN,  when 
available,  and  all  other  data  and  notes  on  the  entry  card. 

2.  If  they  appear  to  be  duplicates  prepare  twD  Card  Outs.  Write  "Duplicate 
entries"  as  reason  for  withdrawal  of  entry  from  file. 

3.  Pull  entries  and  replace  with  Cards  Out.  Give  to  reviser  or  place  on 
designated  shelf  in  E&R  or  S&VF.  DO  NOT  ACCESSICN. 

4.  If  the  reviser  or  unit  supervisor  determines  that  the  entries  are 
duplicates,  these  will  be  forvvarded  to  the  Editorial  and  Reference  Uhit 
(keep  material)  or  S&VF  Cataloging  Unit  (non-keep  material)  for  further 
processing.  (Note:  If  one  of  the  entries  has  a keep  decision  both 
entries  will  be  forwarded  to  E&R.) 
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II. 2F.  BOUND  VOLUMES 


Bound  serials  received  by  the  accessioner  are  accessioned  according  to  the 
Bind/Label  procedures  outlined  in  Part  1. 

When  the  routing  is  Bind/Label  (i.e.,  the  title  is  an  annual  or  other 
frequency  for  which  there  are  no  unbound  issues) , the  piece  is  accessioned 
and  sent  to  the  shelves  after  labeling.  No  further  action  is  necessary. 

When  periodicals  are  bound  by  LC  they  are  recorded  on  the  binding  record  by 
the  Editorial  and  Reference  Unit.  A slip  called  a "binding  quad"  is  used  to 
notify  E&R  of  the  bound  issue. 

When  a bound  issue  is  received  from  an  outside  source  (e.g.,  publisher, 
overseas  office,  etc.),  the  accessioner  processes  the  piece  according  to 
Bind/Label  procedures.  The  custodian  is  notified  of  the  receipt  of  the 
bound  volume  so  that  unbound  issues  may  be  discarded.  A notification  card 
(67-23)  is  completed  by  the  accessioner  for  this  purpose.  (See  Example  67.) 

To  process  bound  volumes  received  from  outside  sources: 


Keep  decision  on  entry: 

If  needed  for  collection, 

1.  Accession  piece  according  to  Bind/Label  procedures. 

2.  Complete  notification  card  and  place  in  designated  box. 

Non-keep  decision  on  entry: 

1.  If  decision  is  Discard  or  CIO  discard  the  piece. 

2.  If  decision  is  RBB  (Review  before  bind) : 

a.  Pull  entry  and  replace  with  a completed  Card  Out.  Reason  for 

withdrawal:  "Withdrawn  for  reselection." 

b.  Complete  reselection  slip  and  the  notification  card  Insert  in 
piece  with  entry  and  forward  to  Selection  Officer. 

c.  DO  NOT  accession  the  piece. 
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LIBRARY  OP  CONGRESS 
SERIAL  RECORD  DIVISION 

To:  Serial  & Government  Publications  Div. 

Swope  Division 

The  following  publication  has  been  received  in  publisher’s 
binding  and  has  been  sent  directly  to  the  shelves  as  the 


Title 


Vol.  and  date 

Source 

Date Tj.Jhj.Lfd. 

Class 
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EXAMPLE  67  : PUBLISHER'S  BIND  NOTIFICATION  CARDS 


II. 3 SPECIAL  TYPES  OF  MATERIALS 


II. 3A.  LIBRARY  OF  CONGRESS  PUBLICATIONS 


1.  Background. 

Library  of  Congress  publications  are  unique  because  they  are  collected, 
or  classified,  in  more  than  one  place.  Some  copies  are  classed  by 
subject,  and  others  are  collected  in  a special  Z663  class. 

Since  Aug.  1980  it  has  been  LC  policy  to  retain  five  copies  of  all  LC 
publications.  They  are  treated  as  follows: 

Regular 


Copy 

Set 

Classification 

Assignment 

1-2 

1st- 2nd 

Call  number 

shelf  via  Bind/Label 

3 

1st 

Z663 

Shelf  via  Bind/Label 

4 

2nd 

Z663 

Rare  Bk 

5 

3rd 

Z663 

MRR  Ale  via  Bind/Label 

Prior  to  Aug  1980  six  copies  of  all  LC  publications  were  retained  for 
the  general  collections.  This  information  is  reflected  on  entries  which 
were  prepared  before  1980.  Today,  copy  and  set  assignments  remain 
virtually  the  same  but  copy  4 is  no  longer  assigned.  Copies  are 
designated  as  follows: 


Copy 

Set 

Classification 

Assignment 

1-2 

1st- 2nd 

Call  number 

shelf  via  Bind/Label 

3 

1st 

Z663 

shelf  via  Bind/Label 

4 

Not  filled 

5 

3rd 

Z663 

Rare  Bk 

6 

4 th 

Z663 

MRR  Ale  via  Bind/Label 
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NOTE:  The  call  numbers  and  set  designations  are  indicated  on  a binding 

record  which  accompanies  the  entry. 

Operational 

In  addition  to  the  above  publications,  certain  operational  documents  are 
also  collected  for  the  LC  collection.  These  include  manuals,  instruc- 
tions, etc.  used  for  internal  processing.  Two  copies  of  operational 
documents  are  retained  and  treated  as  follows: 

Copy  Set  Classification  Assignment 


1 1st  By  subject  shelf  via  Bind/Label 

2 1st  Z663  Rare  bk 

2.  Accessioning . 

When  accessioning  LC  publications  destined  for  Bind/Label,  the  access- 

ioner  pays  special  attention  to  the  assignment  of  sets  and  call  numbers. 

(Note:  Special  instructions  for  Rare  Books  must  be  followed  when 

accessioning  the  copy  with  that  assignment.) 

a.  Marking  the  stamp. 

1)  Assign  consecutive  copy  numbers  according  to  the  number  indicat- 
ed on  the  overrider. 

2)  If  X-copies  are  also  assigned  add  "X-"  before  the  copy  number  in 
the  stamp. 

b.  Call  number. 

1)  Supply  the  call  number  as  indicated  for  each  copy. 

2)  Add  the  appropriate  issue  designation. 

3)  Assign  the  set  designation,  beginning  with  the  1st,  for  each 
different  call  number.  Remember,  the  "1st  set"  is  not  written 
in  the  call  number,  but  assumed. 

4)  Add  the  appropriate  assignment  symbol. 

5)  Be  sure  to  follow  the  special  Rare  Book  instructions  for  copy  4 
or  5,  as  indicated  on  the  overrider. 
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The  following  examples  show  the  designation  of  copy  number,  set  number, 
and  call  number  for  LC  publications,  showing  the  5 and  6 copy  patterns. 
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EXAMPLE  OF  5 COPY  PATTERN 


Title:  Newspapers  in  microform. 

Copies  received:  6 
Sets  kept:  5 

Issue  being  recorded:  1983 


Copy  (as  written 
in  stamp) 

Set  (as  indicated 
in  call  no.) 

Assignments  and/ 
or  Routing 

Call  number 

1 

1st  (not  written) 

Bind/Label 

Z6945 

.U515a 

1983 

2 

2nd 

Bind/Label 

Z6945 
.U515a 
1983 
2d  set 

3 

1st  (not  written) 

Bind/Label 

Z663 

.733 

.N47 

1983 

4 

2nd 

Rare  Bk 

Z663 
.733 
.N47 
1983 
2d  set 
Rare  Bk 

5 

3rd 

MRR  Ale 
via  Bind/ 
Label 

Z663 
.733 
.N47 
1983 
3rd  set 
MRR  Ale 

X-6 

X-copy 

MRR  Ref  Desk 
via  Bind/ 
Label 

Z663 
.733 
.N47 
1983 
X-copy 
MRR  Ref  Desk 
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EXAMPLE  OF  6 COPY  PATTERN 


Title:  Newspapers  received  currently 

in  the  Library  of 

Congress. 

Copies  received: 
Sets  kept:  5 

5 

Issue  to  be  recorded:  1983 

Copy  (as  written 
in  stamp 

Set  (as  indicated 
in  call  number 

Assignments  and/ 
or  routing 

Call  number 

1 

1st  (not  written) 

Bind/Label 

Z6945 
. U5N42 
1983 

2 

2nd 

Bind/Label 

Z6945 
. U5N42 
1983 
2d  set 

3 

1st 

Bind/Label 

Z663 

.44 

.A42 

1983 

4 

No  longer  filled 

5 

3rd 

Rare  Bk 

Z663 
.44 
.A42 
1983 
3rd  set 
Rare  Bk 

6 

4th 

MRR  Ale 
via  Bind/ 
Label 

Z663 
.44 
.A42 
1983 
4th  set 
MRR  Ale 
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II. 3B.  RARE  BOOKS 


Three  assignments  are  used  for  Rare  Book  materials: 

Rare  Book  Ref.,  Rare  Bk,  and  Rare  Bk.  Coll. 

1.  Rare  Book  Ref.  This  indicates  that  the  publication  is  processed 
according  to  normal  accessioning  procedures  in  Part  I. 

2.  Rare  Bk  or  Rare  Bk  Coll  (See  Example  68.) 


a.  DO  NOT  stamp. 

b.  Write  entry  on  top  of  last  page  inserial  that  does  not  contain  any 
printed  or  pictorial  matter. 

c.  Indicate  diacritical  marks  (..)  under  the  title. 

d.  Write  call  number  on  verso  of  page  on  which  the  title  has  been 
written . 

e.  Insert  a special  attention  slip  with  reference  assignment  written  on 
it. 

f.  Give  directly  to  Unit  Supervisor  for  special  handling. 
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Rare  Book  assignment  written  on  slip. 


Instructions  for  treatment  of 
Rare  Book  materials  are  indi- 
cated on  Selection  Slip. 

Slip  is  inserted  in  piece 
prior  to  arriving  in  Serial 
Record  Division. 


Entry  indicated  on 
last  page  of  piece 


Initials  of  acces- 
sioner  added  in 
left-hand  corner, 
verso  of  last  page 


fiiw- 

,A5 

1(3  ? 

$a*c  & Cell 


Call  number  is  supplied 
on  verso  of  last  page. 


EXAMPLE  68  : RARE  BOOK  MATERIAL 
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II.3C.  MATERIALS  NOT  USUALLY  RECORDED  IN  THE  SERIAL  RECORD 


Certain  publications  are  not  recorded  in  the  serial  record  due  to  their 
complexity,  lack  of  value,  or  various  other  reasons.  Many  of  these 
publications  are  received  in  Serial  Record  Division  and  must  be  recognized 
and  handled  appropriately.  The  following  categories  include  some  publica- 
tions which  must  be  searched  and  processed,  some  which  are  routed  to  other 
divisions,  and  others  which  are  discarded  upon  receipt.  Careful  attention 
should  be  paid  to  the  instructions  for  each  type  of  material. 

1.  Newspapers 

A newspaper  is  a serial  publication  which  is  mainly 
designed  to  be  a primary  source  of  written  informa- 
tion on  current  events  connected  with  public 
affairs,  either  local,  national  and/or  international 
in  scope.  It  primarily  contains  a broad  range  of 
news,  and  is  not  limited  to  any  specific  subject 
matter.  A newspaper  is  usually  printed  on  news- 
print, and  is  issued  daily  or  at  other  short 
intervals.  (Note:  Periodicals  and  other  types  of 

serials  which  are  not  newspapers  may  also  be  issued 
on  newsprint.) 

Although  a few  serial  record  entries  exist  for  newspapers,  they  are  not 
processed  in  the  Serial  Record  Division.  All  processing  of  newspapers 
is  done  by  the  custodial  divisions  housing  the  newspapers  (i.e..  Serial 
Division  and  European  Division.) 

A 3x5  title  file  of  newspapers,  located  above  the  D section  of  the 
visible  file,  lists  titles  divided  by  English  and  foreign  languages. 
Also  available  for  reference  is  the  publication.  Newspapers  received 
currently  in  the  Library  of  Congress. 
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To  process  publications  which  appear  to  be  newspapers: 


a.  Search  the  serial. 

1)  If  found  process  as  instructed. 

2)  If  not  found,  search  the  newspaper  file. 

b.  If  found  in  newspaper  file  send  to  proper  custodial  division. 

c.  If  not  found,  send  to  Search. 
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2.  Loose-leaf  and  other  updated  materials 


A loose-leaf  publication  is  one  intended  to  be  updated  by  revisions  or 
change  sheets.  In  general,  these  publications  are  hole  punched  for  a 
ring  binder.  (See  Examples  69-72.) 

Loose-leaf  publications  fall  into  one  of  two  categories.  The  first  is 
the  basic  volume  into  which  updates  are  added.  The  second  is  the 
update. 

The  only  time  a loose-leaf  is  treated  as  a serial  is  when  a basic  volume 
is  issued  on  a regular  basis,  such  as  annual  with  updates.  In  this  case 
the  basic  volume  is  recorded  in  the  serial  record.  The  updates  are  sent 
unchecked  to  the  custodial  division  which  houses  the  basic  volume, 
according  to  instructions  on  the  entry. 

To  process  loose-leaf  materials: 

Basic  volume 

1.  Search  for  an  entry  in  the  file.  If  found,  accession  as  instructed. 

2.  If  not  found: 

a.  If  publication  appears  to  be  a serial  send  to  Search. 

b.  If  publication  appears  to  be  a monograph  (e.g.,  no  date  or 
numbering  appears  on  piece) , place  on  appropriate  monographic 
shelf. 

Updates 

1.  Legal  updates  are  not  searched  in  the  serial  record.  Upon  receipt 
they  are  sent  directly  to  Law  Library.  These  include  the  following 
types  of  publication: 

advance  sheets 
supplements 
pocket  parts 

Shepard's  Reporter  citations 

Commerce  Clearing  House  loose-leaf  materials 
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2.  Non- legal  updates  are  searched  in  the  file.  If  found,  process  as 
directed. 

3.  If  not  found  place  on  the  Discard  shelf. 
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Update 


Shepard ' s 
Citation 


AjhiI  10.  1904 


pages  943  73,’ 


NORTHWESTERN 


Commerce  _ 
Clearinghouse 


ir  i-a7b-u7ii 


SHEPARD’S 
IDAHO  CITATIONS 

w iah«’WH’' i 


IOAHOCASES  REPOR 
TO  THE  UNITED  STA 
CODES.  LAWS.  CHART 


which  include  affirmant 
•mend menu,  repeals, 


IDAHO  REPORTS 
PACIFIC  REPORTER  <1 
UNITED  STATES  SUPR 
REPORTS 
LAWYERS*  EDITION.  U 
SUPREME  COURT 
SUPREME  COURT  REP 
FEDERAL  CASES 
FEDERAL  REPORTER 
FEDERAL  SUPPLEMEf 
FEDERAL  RULES  DEC 
BANKRUPTCY  REPOR 
IDAHO  LAW  REVIE 
CALIFORNIA  LAW  RE 
COLUMBIA  LAW  REVI 
CORNELL  LAW  REVIE 
GEORGETOWN  LAW  J4 
HARVARD  law  revii 
LAW  AND  CONTEMPO 


also,  for  Idaho  case 
Reporter  System  and  i 
Appellate  Repo  as  and 


S 

PuWttl 


DELAWARE 


TAX  REPORTS 


TMC  COSPOHAT K>H  TAK  AtPOATA  tTATt  * LOCAL.  NCW  COITION  NO 


O If  4.  C*mm**<*  CUAv  i 


fnlW  m U.  S.  A.  AM  mtjku  ***** 


NUMBER 


376 


AUGUST  13,  1984 


Non-U.  S.  Corporations  Moy  FiU  for  Transfer  of  Domicile  to  Delaware 
Non-U.  S.  corporations  may  file  for  temporary  transfer  of  domicile  because 
of  emergency  conditions  (including  war.  revolution  and  invasion)  in  the 
jurisdiction  of  corporate  domicile.  The  corporation  must  submit  various 
certificates  to  the  Secretary  of  State  for  review  at  least  30  days  prior  to  the 
proposed  transfer,  with  a fee  of  $10,000.  If  accepted,  the  corporation  may 
exercise  ail  the  powers  it  had  under  the  laws  of  the  prior  host  government  when 
it  moves  to  Delaware. 

On  or  before  March  I of  each  year,  prior  to  transfer  of  its  domicile, 
during  any  transfer  or  if  a corporation  wishes  to  continue  to  be  subject  to  a 
transfer  of  domicile  alter  its  domicile  ceases  to  be  in  Delaware,  a certificate 
must  be  filed  with  • lee  of  $2,500. 

Non-U.  S.  corporations  may  become  domesticated  by  filing  certificates  of 
domestication  and  incorporation,  accompanied  by  a $100  filing  lee.  with  the 
Secretary  of  State.  Ch.  321. 

1i  184-001 

Hawaii  Liquor  Tax  Exemptions  for  local  Beverages  Invalid 

Hawaii’s  20%  excise  tax  on  wholesale  sales  of  liquor  violated  the 
Commerce  Clause  of  the  U.  S.  Constitution  by  exempting  from  the  tax  a locally 
produced  brandy  and  fruit  wine.  The  exemptions  were  invalid  because  they 
had  the  purpose  and  effect  of  providing  a direct  commercial  advantage  (or 
these  local  products  while  discriminating  against  competing,  although  different, 
liquor  products  produced  outside  the  state.  Since  there  was  some  competition 
between  the  exempt  locally  produced  liquor  and  the  taxable  beverages  made 
outside  the  state,  there  was  a discriminatory  effect  on  interstate  commerce. 
The  Ux  exemptions  could  not  be  justified  by  the  Twenty-first  Amendment  to  the 
U.  S.  Constitution  because  Hawaii’s  liquor  tax  was  designed  to  promote  local 

Commerce,  Clearing,  Hopse.Jnc.. 

auaLiaMcaa  •/“  topical,  law  n k a o « t a 
4028  W.  PETERSON  AVE  . CHICAGO.  ILLINOIS  80846 


EXAMPLE  69  ' LEGAL  LOOSE-LEAF  MATERIALS 


167 


Continuations  Jnit:  . 9004092 
isiiin^ton,  DC  205/.0 


ADVANCE  SHEET  Pages  179-186 

THE 


c 


c 


(USPS  810-200)  f 

cco .A-  JBc'l— 

A WEEKLY  JOURNAL  ( 

CONTAINING  THE  DECISIONS  RENDERED 
12th  JUDICIAL  DISTRICT  \ 

IN  CT ' 

Of  \\ 

No.  4420,  Vol.  105  August  24,  1984 

No.  17 

Entered  as  2nd  Class  Matter,  Feb.  16,  1898,  at  the  Post  Office  at  Harrisburg,  Pa., 
under  the  Act  of  Congress  of  March  3,  1879. 

DAUPHIN  COUNTY  COURT 

Commonwealth  v.  Enoch  179 

Dressier  v.  Ceco  Joist  Corp.,  et  al.  v.  Steel  Erectors  Inc.  183 

Bar  Association  Page  Inside  Back  Cover 


IRA  • KEOGH  & SIMPLIFIED  EMPLOYEE  PENSION 
PLAN  SPECIALISTS  • PIONEER  INTEREST  CHECKING 

• INSURED  MONEY  MARKET  DEPOSITACCOUNTS  • 
SUPER  NOW  ACCOUNTS  • CERTIFICATES  OF 
DEPOSIT  • 89-DAY  REPURCHASE  AGREEMENTS  • 
MONEY  MARKET  CERTIFICATES  • CHRISTMAS 
CLUBS  • VACATION  SAVINGS  • PASSBOOK  SAVINGS 

• DIRECT  DEPOSIT  ACCOUNTS  • STATEMENT 
SAVINGS  • TRANSMATIC  ACCOUNTS  • MONTHLY 
INCOME  ACCOUNTS  • CONSUMER  LOANS  • 
MORTGAGE  LOANS  • HOME  IMPROVEMENT 
LOANS  • CONSTRUCTION  LOANS  • MONEY 
ORDERS  • TRAVELERS  CHECKS  • 14  CONVENIENT 
OFFICES  • HARRISBURG  • YORK  • LEBANON  • 
LANCASTER.  . ^ 

^HARRIS 

savings  association 


EQUAL 

OPPORTUNITY 

LENDER 


ESLE 


Your  Savings  Insured  to  $100,000. 


EXAMPLE  7Q  : ADVANCE  SHEET 


■5531 


STATU! 

ANNOT 


Annotation  Mate 
Court  Rules 


May  1984 

Interim  Annotation  Service 


THE  ILLINOIS 
BUSINESS  CORPORATION 
ACT 

ANNOTATED 

WITH  FORMS 

THIRD  EDITION 
1984  Pocket  Part 
BY 

THE  CORPORATION  LAW  GOMMITTEE 
OF 

The  Chicaco  Bar  association 


Volume  1 

Replacing  prior  Pockel  Pari  in  back  of  Volume 
ST.  PAUL.  MINN. 

WEST  PUBLISHING  CO. 


EXAMPLE  71  : LEGAL  LOOSE-LEAF:  Pocket  Parts 
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1981  CASE  SUPPLEMENT,  *UGtI® 884 

l»  ' 


LEGAL  REG! 

OK  TH 

COMPETITIVI 


Cases,  Material: 
on 

Unfair  Business  Prac 
Copyrights  an 

SECOND  El 
By 

EDMUND  M 

Professor  of  Law,  Uni' 

HARVEY  s.  I 

Dean,  Univrrsitv 


MineoU,  N« 
The  Foundation 
1984 


Florida 

CRIMINAL  LAW 

and 

PROCEDURE 

Annotated 

FIFTH  EDITION 

J.  C.  Adkins,  Jr. 

1983  SUPPLEMENT 
FOR  USE  IN  1984 

By 

The  Editorial  Staff  of 
The  Publisher 


Insert  in  pocket 
in  back  of  volume 


M 


EXAMPLE  72  : LEGAL-LOOSE-LEAF:  Supplements 
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3.  Ephemera 


Ephemeral  materials  are  those  of  little  or  no  value  to  LC  which  are 
normally  discarded  upon  receipt.  Only  materials  bearing  Copyright  or 
E&G  stamps  may  be  treated  as  ephemera.  (Dubious  materials  received 
bearing  an  Order  Division  stamp  may  be  returned  to  Order  Division  for 
questioning,  but  should  never  be  discarded  upon  receipt.) 

The  following  materials  are  to  be  treated  as  ephemera  and  should  be 
placed  unmarked  on  the  DISC/DUPL  shelf: 

Advertisements,  promotional  publications,  and  flyers 

Bible  study  guides 

Conference  announcements 

Crossword  puzzle  books 

Forms 

Individual  loose-leaf  updates  which  cannot  be  identified 
Non-substantial  items  which  do  not  bear  title  and/or  serial 
designation 
Press  releases 

Price  lists  (i.e.,  not  catalogs) 

Reprints  of  single  journal  articles 

NOTE:  Materials  received  from  Copyright  which  bear  a red  "X”  or  a "D" 

are  also  discarded  upon  receipt  in  the  same  manner  as  ephemera.  (See 
Example  73.) 

All  other  materials  of  dubious  value  which  do  not  fall  into  one  of  the 
categories  above  should  be  searched  in  the  serial  record  and  processed 
according  to  normal  procedures. 

4 . Comic  Books 


All  comic  books  are  sent  unchecked  to  Chief,  Serial  Division. 
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1 -31 


CODKN:  C3N8EZ  I 
I88N.  07 40-449 1 


MAKt'U  It.  ItM 


SE.EC 


IK  l-341-0S)O 


1984 


OHIO  PROBATE  CODE 

ANNOTATED 


Including  the  Fiduciary  Law. 
Ohio  Estate  Tax.  and  Federal 
and  Ohio  Estate  Tax  Tables 

Complete  to  March  1.  1984 


Banks-Baldwin  Law  Publishing  Company 


NOTE:  Copyright  materials  bearing  an  "X"  or  "D" 

are  discarded. 


EXAMPLE  73  : COPYRIGHT  DISCARD  MATERIALS 


172 


5.  College  and  University  Catalogs 


This  category  includes  publications  listing  course  curricula,  usually 
for  the  academic  year.  Some  catalogs  cover  the  entire  school;  others 
apply  to  a specific  department,  graduate  school,  etc.  This  category 
does  not  include  administrative  publications  of  colleges,  nor  publica- 
tions issued  by  them,  such  as  literary  reviews. 

The  serial  record  entry  for  the  publication  is  usually  standardized. 
The  entry  consists  of  the  name  of  the  institution  plus  the  title 
'catalog'  with  cross  references  from  the  actual  title  when  different. 
This  applies  to  both  US  and  foreign  catalogs.  (See  Example  74.) 

Marietta  College.  Catalog 
Bern.  Universitat.  Catalog 


US 

Prior  to  1975,  U.S.  college  and  university  catalogs  received  by  LC  were 
treated  as  keep  material,  or  as  non-keep  items.  Since  1975  the  Library 
has  been  receiving  the  microfiche  publication  of  US  college  and  univer- 
sity catalogs  published  by  the  National  Microfilm  Library.  This 
publication  eliminated  retention  of  all  hard  copy  editions  of  these 
catalogs,  with  the  exception  of  local  schools.  Most  of  the  entries  in 
the  file  bear  the  note,  "Add  no  more  after  1975 — retained  on  micro- 
fiche." 

The  Social  Science  Reading  Room  maintains  a hard  copy  collection  for  the 
local  institutions  listed  below.  All  catalogs  from  these  schools, 
including  graduate  schools,  are  to  be  sent  unchecked  to  Social  Science 
Reading  Room.  SSRR  will  discard  extra  copies. 
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LOCAL  SCHOOLS 


American  University 
Bowie  State  College 
Catholic  University  of  America 
Charles  County  Community  College 
Gallaudet  College 
George  Mason  University 
George  Washington  University 
Georgetown  University 
Graduate  School  (USDA) 

Howard  University 
Marymont  College  of  Virginia 


Shepherd  College 


Graduate  Center) 

Weekend  College  of  Notre  Dame 


Church  Regional  Center) 
Virginia  Tech  (Northern  Virginia 


Southeastern  University 
Towson  State  University 
University  of  Baltimore 
University  of  Maryland 
University  of  District  of  Columbia 
University  of  Virginia  (Falls 


Northern  Virginia  Community  College 

Pre-1976  catalogs.  Older  catalogs  received  for  academic  years  preceding  1976 
must  be  searched  in  the  serial  record.  After  locating  the  entry  accession 
the  piece  when  it  is  a keep  entry  and  the  issue  is  needed  to  fill  a gap 
in  the  collection. 

If  the  entry  is  non-keep,  treat  as  a Discard. 

If  the  entry  is  keep  but  the  issue  is  not  needed  to  fill  a gap,  treat  as  a 
Duplicate. 

Current  catalogs.  Current  US  catalogs  (all  those  issued  after  1976)  should 
not  be  searched  or  accessioned.  Ihe  local  catalogs  in  the  list  above  will  be 
sent  unchecked  to  Social  Science  Reading  Room.  All  others  should  be  treated 
as  Discards.  If  a local  catalog  (one  from  a college  in  VA,  MD,  or  DC)  is 
received,  which  is  not  on  this  list,  it  should  be  sent  to  Search  and  an  entry 
will  be  prepared  for  the  file  giving  the  proper  routing. 
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Foreign 


Foreign  college  and  university  catalogs  may  be  more  difficult  to  identify 
due  to  the  different  languages.  As  mentioned  above,  all  entries  will  bear 
the  title  "Catalog"  regardless  of  what  appears  on  the  piece.  All  foreign 
catalogs  are  to  be  searched  and  accessioned  according  to  normal  procedures. 
If  no  entry  is  located,  send  to  Search. 
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EXAMPLE  74 : COLLEGE  CATALOG 
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6.  Directories 


a.  U.S.  and  foreign  telephone  directories 

In  general,  U.S.  or  foreign  telephone  directories  issued  by  a phone 
company  are  sent  unchecked  to  the  Main  Reading  Room  via  the  Collections 
Management  Division  shelf.  This  includes  only  telephone  directories 
issued  by  phone  companies.  These  directories  are  retained  on  a temporary 
basis  and  do  not  become  part  of  the  general  collections.  (See  Examples 
75  and  76.) 

NOTE:  Purchase-6  directories  are  searched  and  processed  according  to 

normal  processing  routines. 

b.  Agency  and  organization  telephone  directories 

Telephone  directories  for  state/government  agencies  or  organizations  are 
searched  in  the  serial  record  and  processed  when  an  entry  is  located.  If 
not  found,  send  to  Search.  (See  Example  77.) 

c.  High  school/prep  school  directories 

All  directories  in  this  category  are  discarded  upon  receipt.  Mark  "DISC" 
in  stamp  and  place  on  DISC/DUPL  shelf. 

d.  Criss-cross  directories 

These  are  sent  directly  to  Main  Reading  Room  Alcove  via  Collections 
Management  Division.  (See  Example  78.) 
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e.  Other  directories 


Other  directories  are  searched  and  accessioned  according  to  normal 
procedures.  These  include: 

City/Street  address  directories  (See  Example  79.) 
Social  registers  or  directories  (See  Example  80.) 
Business  directories  (See  Example  78.) 
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EXAMPLE  75  : FOREIGN  TELEPHONE  DIRECTORIES 
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Gelbe  Seiten 


Branchen- 

Fernsprechbuch 

zum  amtlichen 
Fernsprechbuch  63 
der  Deutschen 
Bundespost 


Gelbe 


Seiten 


Ausgabe  1983/8^ 


LUo  bekomn 


tyund 


Gerustbau  WJ, 

Gerustverierfi 
4132  Kamp  Untto^J 
OtstrafV*  103  / 


63 


Rufnummam  tOr. 

Notruf 

Feuerwehr 


Branchen- 

Femsprechbuch 

1980/81 

mm  Famapiacbbuoh  S3 


GelBe 


Seiten 


Bereiche 

Kleve 

Wesel 


m 12 


MOndw^adbttfi 


Ktova 

1 10 
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112 


110 
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1 10 
1 12 
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sen+ZS* 
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Seiten 
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*AufTmumstraJ.  r is  ( 

Sp<drd<ortcj 

. . w.vs  ^ ^ 
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EXAMPLE  76  : FOREIGN  DIRECTORIES  (Yellow  Pages) 
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3 FEB  1983 


DEPARTMENT  OF 
HEALTH  AND  HUMAN  SERVICES 
200  Independence  Avenue,  S.W. 
Washlnflton,  O.C.  20201 


Phone  655-4000 


Sggpy 

ii-i  i 


...  £V.^S 


STATES.^ Oyflwww’ 

?x^,4REpT®?it^ 


Directory 


£ FALL  1982 


A §E?  feco^uri^^  e 


EXAMPLE  77  : AGENCY  TELEPHONE  DIRECTORIES 
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OHIO 

COSHOCTON  COUNTY 

FARM  and  BUSINESS 
DIRECTORY 
1954 

County  Information 
Buyers  Guide  Road  Guide 
Alphabetical  Listings 
Classified  Business  Listings 
Keyed  County  Map 

/t  'Unique  W (?o*HfUtte  tyuuU 
*7*  (ZouH&ft  'Rural  Sections 

This  book  includes  individual  listings  of  residents  in  all 
strictly  rural  areas  of  the  county  but  does  not  cover  cities 
and  nearby  city  population,  subdivisions,  resort  areas  or 
communities  with  more  than  twenty-five  residences. 

Copyright  1954 

by 

RURAL  DIRECTORIES,  INC. 

327  SIXTEENTH  STREET  TOLEDO  2,  OHIO 

PHONE  FA  4732 

ALL  RIGHTS  RESERVED 


EXAMPLE  78  : CRISS  CROSS  AND  BUSINESS  DIRECTORY 


Price  & Lee's 

FITCHBURG 

(WORCESTER  COUNTY,  MA.) 
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COPVtIGMT  l»r»  TNI  MIC!  tLCI  CO 


,heprict| 


Km  (iw> 

fw  m %.*4  ii 


1981 

COSHOCTON 

(COSHOCTON  COUNTY,  OHIO) 

CITY  DIRECTORY 

leda^iaf 

COSHOCTON  COUNTY 
RURAL  ROUTE  DIRECTORY 


R-L-POLK  Sc  CO. 

rus  LI  • M KR« 

6400  MAnro.  to.  J00  • ?T<o..  Mrt  48180 

W <3IJ)  7W-3200 


Your  New  City  Directory 
contains  ^ 
mo|or  directories 
in  one  volume 


Buyers'  Guide 
ond  Clossified 
Business 
Directory 


Alphobeficol 

Directory 


Street  Directory 
of  Householders 
ond  Businesses 


Numerical 

Telephone 

Directory 


AREA  CODE  614 


PRICE  *65  00 


A lAxory  O* 
Ox  CX  f«— 
C«y  D>«io>« 


EXAMPLE  79  : CITY  DIRECTORIES 


NAMES 


• ISlAiUiMfD  !«' f • 

1984  SOCIETY  REGISTER 
OF  SOUTHERN  CALIFORNIA 
• REGISTERED  • 


ADDRESSES  • TELEPHONE  NUMBER 


MRS  WILLIAM  HORD  RICHARDSON 
idito*  • ruuiSHf 


The  Social  List 
Washington,  D.  C. 


III.  (Jktii  lU.k* 

and  Social  Precedence 
in  Washington 

l UH;i  IS! I li<m 

Euhhshfd  by 

Jean  Shaw  Murray 

Ed  am 

Virginia  h.  Def>eu 

MHO  hn»nh\  . I ,mur.  SuO<  «)'2  • hcnom’lnn.  Md  JOKO; 

Eftrfdionr  940-7544 


Hflrn  Kay  Hunnri 
/ nun iif>  and  /‘ublt\hrt 

1930-1942 


(.ainlyn  Uaqnn  Shaw 
/‘uhluhfi 
1943-1977 


EXAMPLE  80  : SOCIAL  REGISTERS 
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II. 3D.  BILINGUAL  SERIALS 


Bilingual  serials  are  those  which  have  text  in  more  than  one  language  and, 
one  of  the  languages  is  a non-roman  alphabet  language  not  handled  by  Serial 
Record  Division.  (ee  Example  81.)  These  include:  Chinese,  Japanese, 

Korean,  and  South  Asian  languages  which  are  the  responsibility  of  the  Asian 
Division,  and  Arabic  and  Persian  which  are  housed  in  the  African  and  Middle 
Eastern  Division. 

Publications  exclusively  in  one  of  the  above  languages  are  not  handled  by 
Serial  Record  Division.  If  received  they  are  immediately  forwarded  to  the 
appropriate  division  for  processing. 

To  process  a serial  which  appears  to  be  bilingual: 

1.  Send  the  serial  unchecked  to  the  appropriate  division  (i.e.,  Asian  or 
AFR/ME)  without  searching  in  the  serial  record. 

a.  Publications  which  are  recorded  in  these  divisions  will  not  be 
returned  to  Serial  Record  Division. 

b.  Those  considered  to  be  bilingual  by  the  custodial  division  are 
returned  to  Serial  Record  Division  for  accessioning.  These  will  be 
returned  bearing  a "Bilingual  slip." 

2.  When  a serial  is  received  bearing  the  "Bilingual  slip": 

a.  Search  the  entry  in  the  file.  If  found,  accession  according  to 
normal  procedures. 

b.  If  not  found,  send  to  Search. 


185 


bilingual 

SERIAL*  I 

ISSN  0425-4929 

Etude 

DE 

LANGUE  ET  LITTERATURE 
FRANgAISES 

N°  43 

Soci6t6  Japonaise 
de 

Langue  et  Littcrature  Frar^aises 


EXAMPLE  81  : BILINGUAL  SERIAL 
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II.  3E.  PORNOGRAPHIC  MATERIALS 


Processing  of  pornographic  serials  is  handled  exclusively  by  the  Search  and 
Visible  File  Cataloging  Unit.  (In  most  cases  these  publications  will  be 
routed  directly  to  that  unit.) 

Note:  Pornographic  serials  received  by  accessioners  must  be  sent  to  the 
S&VF  Unit  for  processing. 

Pornographic  serials  are  accessioned  according  to  normal  procedures.  When 
processing  is  complete  they  are  forwarded  in  an  envelope  to  the  Serial 
Division  by  the  Unit  Supervisor. 
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II. 3F.  CUMULATIVE  INDEXES 


Cumulative  indexes  cover  a span  of  years,  or  volumes  (e.g.,  a five-year 
(quiquennial)  index) . 

The  cataloging  record  bears  a note  (Field  555  on  the  OCLC  record)  which 
tells  the  patron  which  cumulative  indexes  have  been  issued.  This  note  must 
be  updated  each  time  a new  index  is  acquired  for  the  first  time.  This  is 
only  necessary  on  those  entries  represented  by  a MARC  record  (green  entry 
card  or  yellow  with  green  slash) . 

Cumulative  indexes  are  accessioned  on  the  entry  for  the  serial  they  index. 
A separate  overrider  is  used. 

To  process: 

1.  If  record  is  not  green  or  yellow  with  green  slash: 

a.  Add  the  cumulative  index  to  the  appropriate  overrider.  Note:  A 
separate  overrider  should  be  used  to  record  these  indexes.  DO  NOT 
record  on  the  back  of  the  overrider. 

b.  Follow  normal  Bind/Label  procedures. 

2.  If  record  is  green  or  yellow  with  green  slash: 

a.  Prepare  a Card  Out  for  copy  1.  Supply  as  reason  for  entry  removal: 
"Sent  to  cataloger  to  add  index." 

b.  Pull  entry  and  forward  serial  and  entry  to  the  Cataloging  Sections. 

c.  For  2nd  or  later  copies  process  as  appropriate  following  normal 
procedures . 
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EXAMPLE  82  : CUMULATIVE__INIDI^^ 
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EXAMPLE  83  : CUMULATIVE  INDEX  (year  span) 
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II.3G.  SERIES 


A series  is  a group  of  publications  which  bear  a collec- 
tive title  as  well  as  individual  titles  for  each  piece. 

In  Example  84  'Farm  people's  health  insurance  coverage' 
is  an  individual  title  in  the  series  'Rural  development 
research  report."  It  is  number  39  in  the  series. 

Individual  titles  within  a series  can  be  monographs  or  serials.  Usually  the 
presence  of  personal  authors  indicates  a monographic  title.  (See  Example 
84.)  A number  or  date  designation  appearing  with  the  title  is  a good 
indication,  however,  that  the  title  is  a serial. 

Example  85  'Fact  book  of  U.S.  Agriculture'  is  a serial 
title  in  the  series  'Miscellaneous  publication. ' The 
date  designation  '1984'  indicates  that  it  is  probably  an 
annual  publication. 

An  individual  title  within  a series  may  also  be  a series.  In  this  case  the 
larger  series  is  called  the  main  series  and  the  series  within  it  is  called 
the  subseries.  (Note:  a serial  within  a series,  while  not  a true  series 
itself,  is  also  called  a subseries.) 

In  Example  86,  'Department  and  Foreign  Service  series  206' 
is  a series  within  the  larger  or  main  series,  'Department 
of  State  publication  9151.' 
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1984 

Fact  Book  of 
U.S.  Agriculture 


JAN  25 


l SUBSERIES  AND  MAIN  SERIES-FORM  3 

I 

1 SUI3CMC8  NAM  KMU 

sutwma  MAIN  semes 

sueseme* 

main  semes 

4 

■ 

800"CE  Purchase 

COP-.EA 

Untied  State* 
Department  of 
Agriculture 


Miscellaneous 
Publication 
Number  1063 


NOTE:  The  date  of  the  serial,  1984,  is  recorded  on  the  left 

The  number  of  the  series,  1063,  is  recorded  on  the 
right . 


EXAMPLE  85:  CHECK-IN  OF  A SERIAL  WITHIN  A SERIES 
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EXAMPLE  86 : SERIES  TITLE  WITHIN  A SERIES  (main  series  and  subseries) 
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EXAMPLE  87  : 


TREATMENT  CARD 


1.  Classification  and  Cataloging  of  Series 


Series  may  be  classed  and  cataloged  in  a variety  of  ways.  The  decision 
to  treat  a series  in  a particular  manner  is  called  "Series  treatment." 
Likewise,  a serial  record  entry  card  bearing  series  treatment  on  the 
verso  is  called  a "Series  treatment  card."  (See  Example  87.) 

a.  The  term  "Collected"  is  used  to  refer  to  classification,  because 
classifying  publications  under  one  number  'collects'  them  on  the  shelf. 
Following  are  explanations  of  terms  found  on  the  treatment  card  under 
the  heading  'classification.' 

1)  Monographs  or  subseries.  A series  treated  in  this  manner  is  not 
grouped  together  on  the  shelf.  Instead,  each  individual  title  is 
classed  separately  based  on  its  particular  subject.  Series  with 
this  form  of  classification  are  not  recorded  in  the  serial  record. 

A subseries  which  is  a serial,  however,  is  recorded. 

2)  Collected  set  or  Sets  collected.  This  decision  indicates  that  a 
call  number  is  assigned  to  the  series  title  and  one  or  more  sets  of 
the  series  are  retained  under  that  number. 

3)  Sets  collected  with  main  series.  In  more  complex  situations  a 
subseries  is  given  the  call  number  of  the  main  series,  even  though 
it  is  separately  filed  under  its  own  title  in  the  serial  record. 

Note:  It  is  currently  LC  policy  to  collect  a series  only  in  one  place. 

All  issues  of  a subseries  or  serial  within  a series  may  be  collected  under 
their  own  call  number,  OR,  they  may  be  collected  with  the  main  series. 
These  serials  should  not  be  collected  in  both  places.  Because  this  is  a 
fairly  recent  policy  you  will  find  many  series,  particularly  US  federal 
documents,  bearing  two  or  three  call  numbers  on  the  right  hand  side  of  the 
verso  of  the  treatment  card.  In  most  cases  a note  should  appear  on  the 
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left  limiting  the  classification  to  only  one  call  number.  It  is  critical 
that  the  entire  treatment  card  be  read  carefully  and  interpreted  properly 
before  the  pieces  are  accessioned. 

If  a series  title  is  received  and  the  treatment  card  still  indicates  more 
than  one  call  number  refer  entry  to  the  unit  supervisor.  DO  NOT  acces- 
sion. 

b.  The  term  "Analyzed"  refers  to  the  cataloging  of  the  individual  titles 
within  the  series.  Series  may  be  treated  in  one  of  three  ways.  Following 
is  an  explanation  of  the  terms  on  the  treatment  card  under  the  category 
'cataloging. ' 

1)  Analyzed  in  full.  When  a series  is  'analyzed  in  full'  every  title 
within  the  series  is  cataloged  separately.  Since  June  14,  1971, 
this  treatment  has  been  applied  to  most  series. 

Series  which  are  'analyzed  in  full'  are  not  recorded  in  the  serial 
record.  Prior  to  June  14,  1971,  many  of  these  entries  were  filed 
in  the  serial  record.  Though  these  entries  still  appear  in  the 
file  they  are  not  used  for  check-in. 

2)  Not  analyzed.  When  a series  is  'not  analyzed'  none  of  the  indi- 
vidual titles  are  cataloged  nor  will  there  be  a separate  entry  for 
than  in  the  serial  record.  All  are  recorded  under  the  series  title 
in  the  file.  A serial  within  a series  has  its  own  entry  and  is 
treated  as  'not  analyzed'  because  the  individual  issues  cannot  be 
cataloged  separately. 

3)  Analyzed  in  part.  When  a series  is  'analyzed  in  part'  some  of  the 
titles  within  the  series  are  given  full  cataloging  and  are  listed 
in  the  shelflist;  the  remaining  titles  are  not  analyzed  and  are 
recorded  in  the  serial  record.  Series  are  analyzed  in  part  for  two 
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reasons:  1)  only  some  of  the  title  warrant  full  cataloging  or  2) 
some  of  the  titles  are  serials  and  need  to  be  separately  listed. 

Since  1971  this  decision  can  only  apply  to  U.S.  federal  documents 
and  some  foreign  publications.  Series  which  are  analyzed  in  part 
are  screened  by  selecting  officials.  Those  rejected  for  analysis 
should  be  sent  to  Serial  Record  Division.  These  must  bear  a reject 
slip  (pink  for  documents;  orange  for  other  publications) . (See 
Example  88.) 

Because  publications  in  these  series  are  treated  in  two  ways  it  is 
important  that  this  be  noted  on  the  treatment  card.  The  note 
"Other  issues  may  be  recorded  in  shelflist"  must  appear  on  any  card 
bearing  the  decision  'analyzed  in  part.'  This  will  alert  searchers 
that  holdings  may  appear  elsewhere.  If  the  note  does  not  appear 
refer  the  piece  and  entry  card  to  the  Editorial  and  Reference  Unit. 

All  series  publications  which  are  'analyzed  in  part'  are  treated  as 
Bind/Label  serials  and  routed  to  Bind/Label.  Because  some  numbers 
in  the  series  are  cataloged  and  bound  individually  it  would  be 
difficult  to  bind  the  remaining  numbers.  It  was  decided, 
therefore,  that  all  analyzed  in  part  series  should  be  sent  to 
Bind/Label  for  separate  binding.  Again,  if  this  is  not  the  routing 
which  is  indicated  on  the  treatment  card  the  piece  with  entry 
inserted  should  be  referred  to  the  Editorial  and  Reference  Unit. 
(Note:  in  many  cases  the  Bind/Label  routing  will  be  found  in  a note 
on  the  left  hand  side  of  the  card.) 

Below  are  the  possible  combinations  of  classification  and  cataloging 
treatment  for  series.  Only  numbers  3 and  4 apply  to  series  currently 
accessioned  in  the  serial  record. 
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1)  Not  collected.  Analyzed  in  full.  Every  publication  in  the  series 
is  classed  separately  and  cataloged.  These  are  not  in  the  serial 
record.  Most  non-document  series  are  treated  in  this  manner. 

2)  Collected  set.  Analyzed  in  full.  Every  publication  in  the  series 
is  given  a series  call  number  but  each  title  is  cataloged.  Only 
pre-1971  entries  appear  in  the  serial  record.  These  are  not 
checked-in  despite  the  possible  presence  of  an  entry. 

3)  Collected  set.  Analyzed  in  part.  All  publications  in  the  series 
are  classed  together  but  only  some  of  the  titles  are  cataloged. 
Those  not  cataloged  are  checked-in  in  the  serial  record.  The 
routing  is  always  Bind/Label,  and  a note  on  the  entry  card  refers 
to  other  possible  holdings  in  the  shelflist.  Many  document  series 
fall  into  this  category. 

4)  Collected  set.  Not  analyzed.  All  publications  in  the  series  are 
classed  together  and  checked-in  under  the  series  title.  The  only 
entry  is  the  serial  record  entry  for  the  series  title. 
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2.  Receipt  of  series 


Accessioners  should  remember  that  most  series  are  not  recorded  in  the 
serial  record.  Since  1971  most  series  are  analyzed  in  full. 

Many  series  publications  are  received  in  Serial  Record  Division, 
however,  and  must  be  properly  forwarded.  Non-Federal  series  which  do 
not  bear  an  orange  reject  for  analysis  slip  are  sent  to  the  Descriptive 
Cataloging  or  Shared  Cataloging  Division.  Documents  received  without 
the  pink  rejected  for  analysis  slip  are  returned  to  Exchange  & Gift  Di- 
vision. 

Appendix  F lists  the  various  countries  and  specific  languages  which  are 
cataloged  in  the  Shared  Cataloging  Division.  When  a series  is  received 
which  has  been  published  in  one  of  these  countries  or  languages,  the 
publication  is  placed  on  the  Shared  Cataloging  shelf. 

All  other  non-Federal  document  series  are  placed  on  the  monograph  shelf 
for  forwarding  to  the  Descriptive  Cataloging  Division.  This  includes 
state  documents. 

When  placing  series  on  either  the  monograph  or  Shared  Cataloging 
shelves,  supply  your  surname  to  a "Monograph"  slip  and  insert  slip  in 
piece.  (See  Example  88.) 

NOTE:  If  the  individual  title  in  the  series  appears  to  be  a serial, 
rather  than  a monograph,  it  should  be  searched  and  processed  according 
to  normal  serial  procedures. 

Series  received  bearing  the  rejected  for  analysis  slip  are  searched  and 
accessioned  according  to  the  following  procedures. 
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DOCUMENT 
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EXAMPLE  88 


REJECTION  SLIPS  FOR  MONOGRAPH  TREATMENT 


3.  Locating  the  entry  for  series  with  rejected  for  analysis  slip 


a.  Title  within  series  is  a monograph: 

1)  Search  for  the  series  entry  under  the  three  possible  types  of 
entry  as  described  in  Part  I. 

(a)  If  found,  accession. 

(b)  If  not  found,  send  to  Search  following  normal  procedures. 

b.  Title  within  series  is  a serial  or  subseries: 

1)  Search  under  the  title  for  serial  or  subseries. 

(a)  If  found,  accession.  If  series  is  collected  with  main 
series  accession  also  on  main  series  entry. 

(b)  If  not  found: 

2)  Search  under  the  main  series  title. 

(a)  If  found,  check  the  treatment  of  the  main  series.  If 
'not  analyzed'  - check  in  the  serial  or  subseries  on  the 
main  series  entry  card. 

If  'analyzed  in  part'  or  'analyzed  in  full'  - send  to 
Search  for  a new  entry. 

(b)  If  not  found,  send  to  Search. 

4.  Accessioning  series  rejected  for  analysis 

In  general,  normal  accessioning  procedures  are  followed  as  outlined  in 
Part  I.  Following  are  additional  procedures/ instructions  specific  to 
series. 

a.  Overriders.  There  are  two  overriders  used  specifically  for  series. 
1)  Subseries  and  main  series — form  3.  Used  for  the  subseries  or  a 
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serial  within  a series.  The  number  of  the  subseries  or  serial, 
binding  status,  and  date  of  accessioning  are  given  on  the  left 
(for  Bind/Label.)  The  main  series  number  is  given  on  the 
right.  (See  Example  85.) 

2)  Numbered  series  or  annual — long  form  1 and  2.  This  form  is  used 
for  most  other  series  when  only  one  designation  is  to  be 
recorded.  (See  Example  A,  B,  etc.) 
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b.  Record  the  number/date  designation.  It  is  important  when  dealing 
with  series  to  identify  the  proper  designation  to  be  recorded.  (This  is 
also  critical  when  adding  the  designation  to  the  call  number.) 


1)  When  recording  a straight  series  the  number  of  the  series  is  circled 
on  the  overrider  (with  numbers  exceeding  100  indicated  at  top.) 

In  Example  84,  the  designation  'no.  39'  is 
recorded  by  circling  '39'  on  the  overrider. 


2)  When  more  than  one  designation  appears  on  the  piece  in  the  case  of 
subseries  or  serials  within  series  the  designation  must  be  carefully 
determined.  If  there  are  separate  entries  for  each  title  the 
appropriate  designation  must  be  recorded  on  each. 


In  Example  85,  the  series  maybe  recorded  twice, 
first  under  the  serial  title,  'Fact  book  of  U.S.  ag- 
riculture'; secondly  under  the  series  'Miscellaneous 
publication,'  (depending  on  the  treatment  of  this 
series) . The  serial  entry  is  recorded  on  the 
Subseries  and  Main  series  overrider  (shown  in 
example);  both  '1984'  and  'No.  1063'  are  recorded  on 
the  overrider.  The  main  series  entry  is  marked  by 
circling  the  appropriate  number  ('No.  1063')  on  the 
numbered  series  or  annual  overrider  (not  shown)  . 


3)  Occasionally  a serial  issued  within  a series  retains  the  same  series 
number  from  issue  to  issue,  or  is  published  as  a supplement  to  a 
number  in  the  series.  When  this  occurs  record  the  number  of  the 
series  and  all  serial  issues  within  it  on  a separate  overrider.  If 
appropriate  add  a heading  at  the  top  of  the  overrider,  e.g..  Supple- 
ments, Revised  editions,  etc. 
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In  Example  89,  the  main  series  is  NBS  Special  Publi- 
cation. The  serial  title.  Publications  of  the 
National  Bureau  of  Standards,  Catalog  is  issued  each 
year  as  a numbered  supplement  to  the  original  publi- 
cation which  is  no.  305  in  the  main  series.  Each 
catalog  bears  the  same  series  number,  no.  305,  plus 
consecutive  supplement  numbers.  In  order  to  record 
the  supplements  a separate  overrider  is  necessary. 
Supplements  and  no.  '305'  are  written  at  top  and  the 
supplements  are  recorded  as  received.  The  no.  305  on 
the  main  series  overrider  is  asterisked  and  a note 
is  added  to  the  verso  of  the  overrider  referring  to 
the  separate  overrider.  (NOTE:  The  supplements 
should  NOT  be  recorded  on  the  verso  of  the  main 
series  overrider.) 
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NBS  Special  Publication  305 
Supplement  14 

Publications  of  the 
National  Bureau  of 
Standards 
1982  Catalog 


Rebecca  J Morehouse.  Editor 


Technical  Information  and  Publications  Dntaon 
\anonaJ  Bureau  of  Standards 
Washington.  DC  20234 


IWMNIIMl) 

IRREGULAR 

Wj  JjCtJO  J.  /V 

iou«ct  Purchase  oona 

U S Department  of  Commerce 
Malcolm  Baidnpe.  Secretary 


National  Bureau  of  Standards 
Emeu  Ambler.  Director 


NOTE:  Each  catalog  is  issued  as  a supplement  to  no.  305  in 

series.  The  supplements  are  recorded  on  a separate 
rider. 
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over- 


EXAMPLE  89 : CHECK-IN  OF  SERIES  NUMBERS  WHICH  REMAIN  CONSTANT 


c.  Marking  the  piece.  As  with  normal  serials,  series  are  divided  into  two 

groups.  Some  are  sent  to  a custodial  division  and  treated  in  the  same 
manner  as  periodicals;  others  are  sent  to  Bind/Label.  (Remember,  all 

'analyzed  in  part'  series  are  sent  to  Bind/Label.) 

1)  Copy  designation  and  entry  are  indicated  according  to  the  instruc- 
tions in  Part  I.  The  number  of  sets  assigned  is  indicated  on  the 
treatment  card  verso  as  "lst-2d  sets  collected",  "1st- 2d  sets  coll, 
with  main  series",  etc.  (See  examples  on  following  pages.) 

2)  Routing  for  a series  is  found  to  the  right  of  the  In  progress  box  on 

verso  of  the  the  treatment  card.  If  the  routing  has  been  changed  it 

should  be  crossed  out  and  the  new  routing  written  in  to  the  left. 
Remember  that  a change  in  routing  from  a custodial  division  to 
Bind/Label  will  change  the  way  the  copy  is  assigned  and  entry 

indicated  on  the  piece,  as  described  in  Part  1.4. 

d.  Assigning  the  call  number.  For  all  series  with  a Bind/Label  routing  a 
call  number  is  assigned. 

1)  If  no  call  number  appears  on  the  treatment  card  follow  procedures 
for  Other  volumes  in  progress  (II.2A.) . 

2)  If  more  than  one  call  number  is  indicated  for  current  assignment, 
refer  the  piece  to  the  unit  supervisor  (unless  it  is  an  LC  series.) 

Call  numbers  are  assigned  to  the  piece  according  to  the  treatment  card  and 
the  appropriate  designation  must  be  added. 

1)  Sets  collected.  This  line  always  refers  to  the  title  which  appears 
on  the  entry  card.  When  sets  are  collected  under  that  title  the 
designation  for  the  title  is  used  in  the  call  number. 
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2)  Sets  coll,  with  main  series.  If  the  sets  are  to  be  classified  with 
the  main  series  then  the  designation  of  the  main  series  is  used  in  the 
call  number,  NOT  the  designation  of  the  serial  or  subseries  within  it. 
In  example  85,  "No.  1063'  is  used  in  the  call  number,  not  1984. 

3)  Series  number  repeated.  When  the  issues  of  a serial  within  a 
series  retain  the  same  series  number  add  also  the  designation  for 
each  issue  to  the  call  number. 

In  example  89,  "No.  305,  Suppl.  14"  is  added  to  call 
number. 
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5.  Add  to  cards 


a.  This  treatment  refers  to  pieces  recorded  only  in  the  shelf list.  When 
this  box  is  checked  a waste  card  is  stamped  "Add  to  cards"  and 
inserted  in  the  piece.  The  piece  is  sent  to  Subject  Cataloging 
Division,  Shelf listing  Section.  If  shelf listing  does  not  wish  to 
record  the  holdings  on  the  shelf list  card  it  may  be  returned  with  a 
request  to  change  to  "In  progress."  At  this  point  the  holdings  will 
be  recorded  on  the  serial  record  entry  and  the  pieces  will  be  sent 
to  the  custodial  division  or  Bind/Label . (These  duties  are  per- 
formed by  the  Editorial  and  Reference  Unit.) 

To  process:  1.  Stamp  a waste  card  "Add  to  cards." 

2.  Place  on  appropriate  shelf. 


6.  Series  Examples 

Series  treatment  cards  are  often  covered  with  notes  and  difficult  to 
read.  At  first  glance  some  may  even  seem  incomprehensible!  The 
notes  are  the  result  of  policy  changes  which  have  been  explained  in 
this  section.  If  one  keeps  the  basic  concepts  of  series  in  mind  the 
series  treatment  card  will  become  much  clearer. 

When  looking  at  the  following  examples,  and  others  in  the  file 
remember  the  following  policies  which  relate  to  current  treatment  of 
series. 

1.  In  general,  series  can  only  be  collected  under  one  call  number. 

2.  Series  which  are  analyzed  in  part  are  routed  to  Bind/Label  and 
bear  a note  referring  to  other  issues  in  the  shelf list. 


- 209  - 


3.  Not  all  subseries  will  be  found  listed  on  the  main  series  card 
due  to  a shortage  of  space. 

4.  A series  which  is  analyzed  in  full  or  treated  as  'Monographs' 
(not  collected)  is  not  currently  accessioned  in  the  serial 
record,  but  old  entries  may  still  appear  in  the  file. 
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EXAMPLE  90. 


Series.  Collected.  Analyzed  in  part. 
Entry:  Research  note  PSW. 


This  is  an  entry  for  a series  comprised  of  monographs.  Note  that  the 
treatment  is  'analyzed  in  part.'  From  the  overrider  you  can  see  that 

numbers  51,  56,  58,  61  and  62  were  not  checked-in.  Because  this  is  an 
analyzed  in  part  series  these  were  probably  cataloged  and  recorded  in  the 
shelflist.  However,  there  is  no  note  to  indicate  that  other  issues  may 
appear  in  the  shelflist. 

Also  note  that  the  routing  is  Serial  Division  and  not  Bind/Label.  Thus,  when 
the  next  issue  is  received  this  series  should  be  referred  to  Editorial  and 
Reference  Unit  for  the  addition  of  the  note  and  a change  of  routing. 
Bind/Label . 
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Berkeley,  Calif.  ItloJ4. 

Station,  Forest  Service,  U.S.  Dept,  of  Agriculture)  1 . 

Research  note  PSW.  (Pacific  Southwest  Forest  and  Range  Experiment  S 
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EXAMPLE  91. 


Series.  Collected.  Analyzed  in  part. 


Entry:  U.S.  Forest  Products  Laboratory,  Madison,  Wis.  U.S.D.A,  Forest 

Service  research  paper  FPL. 


Here  is  an  example  of  a properly  annotated  entry.  Since  the  treatment  is 
'analyzed  in  part'  a note  appears  on  the  left  referring  to  other  issues  in  the 
shelflist  and  the  routing  has  been  changed  from  Ser  to  Bind/Label. 

Note  that  this  series  also  includes  at  least  one  serial  title  which  is 
listed  as  the  subseries  for  cross  reference  purposes. 
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i^>ee  Subseries  Card  ClL_ ^"i 

' for  treatment  of  LJ  Date  Rev. 

subseries.  n i ~ 

Title  varies: 

X Its  U.S.  Forest 
Service  research  paper  FPL. 


% lb  / 1 Vo 


CU. 

Classification: 


4*4.. 
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sets  monographs  or  subseries 
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Subseries : 
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status  report. 
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EXAMPLE  92. 


Series.  Collected.  Not  analyzed. 

Entry:  LC  science  tracer  bullet. 

This  is  also  a series,  however,  it  is  a 'not  analyzed'  series.  Even  though 
each  issue  bears  an  individual  title  none  are  cataloged. 

Note  that  the  holdings  on  the  overrider  are  not  complete.  Because  the 
holdings  are  only  recorded  here  it  can  be  assumed  that  those  issues  were  not 
received. 

Ttie  routing  is  Serial  Division.  Issues  are  treated  in  a similar  manner  to 
periodicals  for  purposes  of  marking  the  entry,  etc. 

Note  also  that  there  are  two  call  numbers  under  which  the  series  is 
collected.  This  is  permissible  because  this  is  an  LC  publication.  However, 
since  the  routing  is  Serial  Division  the  accessioner  will  not  have  to  assign 
the  sets  or  call  numbers.  This  will  be  done  by  Serial  Division  when  enough 
issues  have  been  received  to  be  bound. 
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Subseries  Card  

for  treatment  of  I — I 
subseries. 


Cat  illM-  Rev..VA/p, 

Date  Rev. 

Acq.  _ 


■\ 


frr  ioi3'->  1 

Classification: 


l*t  -cW  z 44a.  L 14 

zi,(,$.4/.  I/*/ 


sets  monographs  or  subseries 

I^S^i  u collected 

sets  coll,  with  main  series 

Cataloging: 

Q Add  to  cards  Y . 

U^ln  progress 
Q Analyzed  in  full 
O Apalyzed  in  part 
\7y Not  analyzed 
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EXAMPLE  93. 


Serial  within  a series.  Collected.  Not  analyzed. 

Entry:  U.S.  Bureau  of  Labor  Statistics.  Area  wage  survey,  Washington, 

D.C. , MD,  VA.  metropolitan  area. 

This  is  a serial  title  within  the  main  series.  United  States.  Bureau  of 
Labor  Statistics.  Bulletin.  (See  also  example  G) . Because  it  is  a serial 
the  treatment  must  be  'not  analyzed.' 

Of  special  interest  here  is  the  classification  treatment.  Note  that 
previously  the  serial  title  was  collected  with  the  main  series,  as  well  as 
on  its  own.  The  note  on  the  left  changes  this  treatment.  Now  only  2 sets 
are  kept  and  both  are  collected  with  the  subseries  (or  serial)  call  number. 
This  issue  is  checked  in  on  this  entry  only  and  not  on  the  entry  for  the 
main  series. 

Note  also  that  the  routing  has  been  changed  from  GPRR  to  Serial  and  this  is 
also  found  on  the  left  side  in  the  notes  area. 
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VD.C,  Md.,  Va.,  Metropolitan  Area,  ^ Washington,  D.C, 

%S«  Bureau  of  Labor  Statistics.  Area  wage  survey,  Washington 
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EXAMPLE  94. 


Serial  within  a series.  Collected.  Not  analyzed. 

Entry:  United  States.  National  Bureau  of  Standards.  Publications  of  the 

National  Bureau  of  Standards , Catalog. 

This  is  a serial  within  the  main  series.  United  States.  National  Bureau  of 
Standards.  Special  publication  (See  example  6) . 

This  series  differs  from  Example  4 because  it  is  collected  only  with  the 
main  series.  Thus,  it  will  also  be  checked-in  on  the  entry  for  the  main 
series  as  well  as  on  this  entry.  The  designation  for  the  main  series  will 
be  used  in  the  call  number. 
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See  Subserifs  Card  

for  treatment  ol  I — I 
subseries. 
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EXAMPLE  95. 


Series  (main  series).  Collected.  Analyzed  in  part. 

Entry:  U.S.  National  Bureau  of  Standards.  Special  publication. 

Here  is  the  main  series  entry  for  the  serial  title  in  Example  E. 

Note  that  the  cataloging  treatment  is  analyzed  in  part,  since  some  of  the 
titles  are  cataloged  separately. 

The  call  number  here  is  written  to  the  right  of  the  sets  collected  line 
since  the  sets  are  collected  with  the  main  series  and  this  is  the  entry  for 
the  main  series. 
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for  treatment  ol  L^J 
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EXAMPLE  96. 


Series  (main  series).  Sets  monographs.  Analyzed  in  part. 

Entry:  U.S.  Bureau  of  Labor  Statistics.  Bulletin. 

This  is  the  main  series  entry  of  which  Example  D is  a subseries.  This  is  a 
good  example  of  a complex  series  treatment  card! 

Note  that  the  treatment,  prior  to  #1701  was  Collected  set.  Analyzed  in 
full.  This  corresponds  with  the  original  classification  treatment  on 
Example  D where  prior  to  #1701  2 sets  were  collected  with  the  main  series. 

After  carefully  reading  all  the  notes  on  the  card  one  can  determine  that  no 
sets  are  currently  collected  for  this  title.  Instead,  subseries  titles  are 
cataloged  and  classified  separately.  Thus  the  treatment  'Monographs.' 

The  treatment  'analyzed  in  part'  corresponds  with  the  note  at  left  excepting 
older  subseries  from  the  'Sets  mono'  treatment.  This  would  seen  to  indicate 
that  some  series  are  still  being  classed  with  the  main  series.  However,  the 
note  in  lower  right  corner  clarifies  this.  No  publications  after  #1701  are 
recorded  with  the  main  series.  Thus,  no  issues  will  be  currently  checked  in 
on  this  entry. 

This  type  of  series  treatment  card  is  very  confusing  and  difficult  to 
properly  interpret.  Before  recording  a series  on  any  card  where  you  are 
unsure  of  the  current  treatment,  refer  the  problem  to  your  reviser  or  unit 
supervisor. 
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See  Subseries  Card 
for  treatment  o< 
subsenes. 
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II.3H  MICROFORMS 


Microforms  are  issued  as  microfiche,  microfilm,  microcard,  ultrafiche,  etc. 
There  are  two  types  of  microform:  original  and  reproduction. 

Original  microforms  are  those  issued  only  in  this  format.  These  are  usually 
computer  generated  or  COM  (computer  output  microfiche) . 

Reproduction  microforms,  usually  microfilm,  are  those  which  originated  in 
paper  form. 

At  present  accessioning  is  not  done  from  the  microform  itself.  In  most 
cases  microforms  are  sent  directly  to  the  appropriate  custodial  division, 
(i.e..  Microform  Reading  Room,  Law  Library,  etc.).  It  is  the  duty  of  the 
custodial  divisions  to  notify  SRD  of  the  holdings  so  the  entry  maybe  updated 
by  E&R  staff. 

When  microforms  are  received  in  SRD  (most  come  from  Copyright)  , they  should 
be  placed  on  the  shelf  designated  "Outgoing  microforms"  without  searching  in 
the  file.  These  are  picked  up  by  Microform  Reading  Room  for  processing. 

Holdings  are  sent  to  Serial  Record  Division  from  the  custodial  divisions  in 
the  form  of  listings,  memorandums,  or  snapouts.  These  holdings  are  added  to 
the  existing  record.  When  no  entry  is  found  in  the  Serial  Record  the  title 
is  referred  to  Search  and  Visible  File  Cataloging  Unit. 

Microform  holdings  exist  in  the  3x5  file  and  the  visible  file.  Microform 
holdings  in  the  3x5  file  are  recorded  on  a separate  holdings  card  marked 
"MICROFORM  HOLDINGS".  This  entry  card  follows  regular  holdings  cards  for 
the  entry. 
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In  the  visible  file  microform  holdings  appear  on  either  a separate  entry  or 
overrider  following  the  entry  for  the  paper  edition.  In  these  cases  the 
serial  title  is  followed  by  [MICROFORM]  to  distinguish  the  two  entries. 

Microform  holdings  are  accessioned  according  to  the  procedures  on  the 
following  pages. 
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VISIBLE  FILE  ENTRY 


(The  following  accessioning  procedures  are  normally  performed  by  the 
Editorial  and  Reference  Unit) 

One  entry  for  both  paper  and  microform;  microform  holdings  on  separate 
overrider 


1.  Record  holdings  on  "Record  of  permanent  holdings"  overrider. 

2.  In  blue  pencil  write  custodial  division  control  number  at  top  of 
overrider  and  word  "MICROFORM"  at  bottom. 

MicRR  control  # 03527 
LL  control  # LL-02121 

3.  Record  volume  numbers,  dates  of  coverage,  number  of  reels,  fiche, 
etc.,  and  date  accessioned. 

4.  If  there  is  also  a binding  record  with  holdings  from  the  same 
volumes  make  notes  on  each  sheet. 

"See  also  Microform  holdings" 

"See  also  Binding  Record" 

Separate  serial  record  entry  for  microform 

1.  Record  holdings  on  "Binding  Record"  overrider,  giving  same  informa- 
tion as  above. 

2.  Control  number  will  be  written  in  call  number  box  and  is  not 
necessary  on  overrider. 
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3x5  FILE  ENTRY 


1.  Type  a separate  card  with  "MICROFORM  HOLDINGS"  in  upper  right 
corner  and  control  number  in  upper  left  corner. 

2.  Number  card  and  add  note  to  1st  card  in  set: 

"Microform  holdings  on  card  no.  ..." 

3.  Record  holdings  as  specified  above. 

NOTE:  The  difference  in  types  of  microform  entry  inthe  visible  file 

reflects  changes  in  cataloging  policy.  It  is  currently  the  practice  to  keep 
all  holdings  on  one  entry,  not  to  create  a separate  entry  for  the  microform. 
If  a separate  microform  entry  already  exists  in  the  file  holdings  should  be 
recorded  on  it.  If  an  entry  exists  only  for  the  paper  edition  record 
holdings  on  that  entry,  creating  a separate  overrider  for  the  microform 
holdings  when  necessary. 
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APPENDIX  A:  ACCESSIONING-AT-A-GLANCE 
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APPENDIX  A.l:  Assignment  and  Completion  of  Overriders  by  Frequency 
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APPENDIX  A . 1 (continued) 
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c 


- 233  - 


f tenthly  - Follow  guidelines  for  Issue  to  be 
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APPENDIX  A. 2: 


Examples 


EXAMPLE  qr : CHECK-IN  BY  DATE:  ANNUAL 
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APPENDIX  A. 2 ( continued ) 


EXAMPLE  99  : 


CHECK-IN  BY  VOLUME  AND  DATE:  BIENNIAL 
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EXAMPLE  mn:  CHECK  IN  BY  DATE;  DAILY 
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APPENDIX  A. 2 (continued) 


ISSN  MK7-MM 
Z 

fJAY  I 0 884 

NAGOYA  no 
MATHEMATICAL  JOURNAL 

VOL.  92 


Dwliic  IMS 


NAGOYA  UNIYEKSfTT 


EXAMPLE  101s  CHECK  IN  BY  VOLUME  AND  MONTH  (ISSUES  UNNUMBERED) : 


MONTHLY 
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APPENDIX  A. 2 (continued) 


NEOERI  KEDAH 


Jfl.  26 
BiL  IS 


Warta  Kerajaan 

DITERBITICAN  DENGAN  KUASA 


GOVERNMENT  OF  KEDAH  GAZ 
PUBLISHED  BY  AUTHORITY 


lhb  September,  19*3 


K.  PJU.  6. 


Ur«Wa«arMM9 

DAILY 

w«- 

1 

■ 

a 

4 

• 

• 

? 

• 

• 

14 

«. 

If 

14 

14 

14 

14 

IT 

14 

14 

40 

11 

tf 

44 

44 

44 

14 

47 

44  > 

4 40 

41 

TA 

•A 

jjm 

JULY 

.‘Z 

IS 

OCT. 

•oc 

MC 

•O'***  PurduM 

oo~* 

(PSU(IO  9/13S3  (JD.  1);  JPK/KED:  I6S9.  PL  7.] 

Ismail  bin  Omak. 

Satiausaha.  Majlis  Meryuarat  Ktrajaan. 
Negtri  Kedah 


EXAMPLE  102;  CHECK  IN  BY  VOLUME  NUMBER,  ISSUE  NUMBER,  AND  DATE: 


DAILY 
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APPENDIX  A. 2 (continued) 
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EXAMPLE  103: 


CHECK  IN  BY  VOLUME  NUMBER,  ISSUE  NUMBER,  AND  DATE: 


MONTHLY 
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APPENDIX  A. 2 ( continued ) 


EXAMPLE  104 : CHECK-IN  BY  VOLUME , NUMBER,  ISSUE  NUMBER  AND  DATE: 


BIMONTHLY 
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APPENDIX  A. 2 (continued) 
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EXAMPLE  105:  CHECK-IN  OF  NON— ANALY ZED  NUMBERED  SERIES 


- 242  - 


o 

O 


m 


(D 

U 

<D 

•H 

Cu 

Q) 

s: 

-p 

cr> 

c 

•H 

M 

U 

03 

s 


< 

X 

►— I 

Q 

2 

W 

04 

a. 

< 


• c 


• JO  —• 

v » -a 


o 

o w 

0 

*>  > • ac 

o o*  M 

o o w is 

-<  a m \ 

Vi  MO 

O • « 


O H • • ii 

• v O'  Q.  V 

v — O Q.  • 0 

0 *4  a 3 -*  e 

> 


e £ 

O u 


• o 
■ o 


-<  »-i  3 * a u -«  ■ o 

0 o e c h < ■ • c 


> 

0 O 


C.  0 

— c & & 

_ o « 
o v a 

U ki  b 

• v • • O 

• o i*  c • 

*»  ■ a u *>  v 

_ 3 a o -«  • 

u c a y *>  > 

* 


■ 

M 


v.  *4  m c 
■o  — a.  k. 
c u a o 

-•>30 


• 0 0*0 
•fc>  c o *4  v m 

■H  o ^ V J 

« a.  vi  o s 

> O*  ^ > T3 
C - • u C 

«<*  «£  0<< 
o *4  o 0 *4  m 

0 3 0 

O ~4  c • o 

o w a o o ** 

o 


a 


O "O  c 
**  >.  o o 

• i * J3  -* 


*4  *4 

» e * o 


r*  o m 


u u *4  3 0 O —< 

• o o w c « • • e 

c a v<  o • — e ISO 


o *» 

u O 


• e 


O w 

— • 
m a 

e ■ 


• I T> 

O >»  C • 

■ a o o 

so  m 

c U *4  £ 

r.  o 

>»  W p>  V 

a.  o -<  3 

Ox  xk 

U 


— Qv  o 

\ ‘O1 

> O O v 

— •*  o 


y v *4 
0 O M 

O VI  • 

o 


>1  u 
o 


o u 
vi  c o 


o 


a o 

O VI 

u 


U u 
is  m 
o 


v J3 
O U 

vi  C 


> e e o o u 

0 3 0 *•  o 

n o •>->  *4 

0 fl  « X o u 

*>  • • u 

• 0 0 r,  Z 


0 * • o v w > 

■ u - .2  2 S • 

o on  H < « o x 

is  v 


- 243  - 


APPENDIX  A. 4:  What  to  Search  and  Record — Special  Materials 


Appropriate  routing  or 
Search 


^PENDIX  A.  4 (continued) 
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APPENDIX  B:  FILING  IN  THE  SERIAL  RECORD 
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APPENDIX  B.l:  Filing  in  the  Serial  Record 


To  further  enhance  our  knowledge  of  the  filing  order  for  serial  entries,  we 
need  to  take  into  consideration  several  other  elements  that  dictate  special 
filing  arrangements. 

1.  Initial  articles 


Initial  articles  are  ignored  in  filing  when  they  appear  as  the  first 
ward  of  the  title.  (See  Appendix  B.2  for  a complete  list  of  these 
words).  Common  examples  of  initial  articles  are:  a,  an,  the,  la,  le 
les,  and  1* . * 

2.  Numerals 


Numbers  are  filed  as  if  spelled -out  when  the  number  is  an  integral  part 
of  the  serial  title. 

Example  File  as 

1001  home  decorating  ideas.  One  thousand  and  one  home  decorat- 

ing ideas. 

1000  largest  U.S.  banks.  One  thousand  largest  U.S.  banks. 

* Initial  articles  are  no  longer  included  in  the  visible  entry  field  on 
the  manuscript  sheet  or  OCUC  printout. 
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Appendix  B.l  (continued) 


3.  Compound  names 

Names  beginning  with  Mac,  Me,  M'  and 
Saint. 


Entries  for  filing 

McCormick  quarterly. 

MacCormac  Junior  College.  [Catalog] 
MacCormick  speciality  magazine 
Saint  Leo  College.  Catalogue 
St.  Lawrence  University,  Canton, 

N.Y.  Alumni  directory. 

St.  Mary  Medical  Center.  Alcoholism 
Treatment  Program 
Saint  Mary  College,  Leavenworth, 
Kansas.  [Newsletter] 

4.  Compound  words. 


Saint  and  St.  are  filed  as  Mac  and 
File  as 

MacCormac  Junior  College.  [Catalog] 
McCormick  quarterly. 

MacCormick  speciality  magazine. 

Saint  Leo  College.  Catalogue. 

St.  Lawrence  University,  Canton, 

N.Y.  Alumni  directory. 

St.  Mary  Medical  Center.  Alcohol- 
ism Treatment  Program. 

Saint  Mary  College,  Leavenworth, 
Kansas.  [Newsletter] 


The  following  compound  words  are  filed  as  if  one  word:  hand  book,  hand- 

book, year  book,  year-book,  news  letter,  and  newsletter. 


NOTE:  Words  with  the  prefixes  anti-,  co-,  electro-,  ex-,  inter-,  med-, 

mid-,  non-,  pan-,  post-,  pre-,  pro-,  trans-,  and  tri  are  filed  as  one 
word. 

5.  Hyphenated  words 

In  general  words  separated  by  a hyphen  are  filed  as  two  words.  The 
hyphen  is  ignored  in  filing.  An  exception  to  this  rule  is  the  filing  of 
words  with  prefixes  listed  in  number  4. 
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Appendix  B.l  (continued) 

6.  Special  filing  characters 


Use  the  following  table  when  filing  words  with  the  following  special 
characters : 


Special  character 


File  as 


& (ampersand)  and 

a (alpha)  ae 

$ (dollar  sign)  dollar/s 

% (percent  sign)  percent 

0 (slash  o)  oe 


. . (umlaut)  appears  above  the 
following  characters 


a 

1 1 

o 

u 

3 


ae 

oe 

ue 

ij 


(circle  above)  appears  above 
the  following  characters 


aa 


9 

u 


gg 

uu 


NOTE:  The  foregoing  listing  is  not  a comprehensive  list  of  special  filing 

rules  used  in  the  serial  record  file,  but  is  a brief  guideline  to 
follow  for  the  most  common  questions  asked  when  faced  with  filing 
entries  into  the  file. 
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The  following  alphabetical  listing  of  articles  indicates  initial 
articles  ignored  when  filing  and  searching  in  the  serial  record 
f ile . 
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APPENDIX  C:  FOREIGN  LANGUAGE  SERIAL  TERMS 
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APPENDIX  C.l:  Months 


BELORUSSIAN 

BULGARIAN 

CZECH 

DANISH 

CTyAS. 

KB. 

led. 

jsn. 

JDOT. 

4>CBp. 

tin. 

fcbr. 

C&K. 

Mapr 

btcz. 

marts 

Kpac. 

anpan 

dub. 

april 

Mftfl 

Ulfl 

kvit 
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K>  HH 

6erv. 

juni 

jrin. 

I0JIH 
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«rp. 

aug. 

sepae. 

oetrr. 

zAti 

sept 

KACTp. 
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dec. 
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MALAYSIAN 

Jan.  (Jin.) 

•lap. 

jan. 

Jan.  (Djan.) 

Feb. 

feb. 

Peb. 

M&rz 

MApr. 

mire. 

Mrt 

Apr. 

'Arp. 

Apr. 

Apr. 

Mai 

MAun 

mij. 

Mei  (Mai) 

Juni 

loOr. 

jun. 

Juni  (Djuni) 

Juli 

1oC\. 

Jul 

Juli  (DjuU) 

Aug. 

Aby. 

aug. 

Ag. 

Sept 

ZtTT. 

sziept 

Sept 

Okt 

Var. 

okt. 

Okt 

Nov. 

Scip. 

nov. 

Nop. 

Da 

Am. 

dec. 

Des. 

ITALIAN 

LATIN 

LATVIAN 

LITHUANIAN 

genn. 

Ian. 

Jan. 

saus. 

febbr. 

JFebr. 

feb. 

vas. 

mar. 

Mart 

marts 

kovas 

apr. 

Apr. 

apr. 

bal. 

magg. 

Mai 

maijs 

teg. 

giugno 

Iun. 

Junjjs 

birL 

luglio 

lul 

July* 

liepa 

ag. 

Aug. 

aug. 

rugp. 

sett 

Sept 

sept 

rugs. 

ott 

Oct 

okt 

spalis 

nov. 

Nov. 

nov. 

laplcr. 

die. 

Dec. 

dec. 

*r. 
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NORWEGIAN 

poush 

PORTUGUESE 

ROMANIAN 

j*n. 

stycz. 

jan. 

Ian. 

febr. 

Iuty 

fev. 

Fcb. 

mars 

mar. 

maxvo 

Mar. 

•pril 

kwicc. 

abril 

Apr. 

mai 

maj 

maio 

Mai 

juni 

czerw. 

junbo 

Iunie 

juli 

lip. 

julho 

Iulie 

aug. 

sierp. 

agosto 

Aug. 

sept. 

wraca. 

set 

Sept. 

okt. 

pafdz. 

out. 

Oct. 

nov. 

listop. 

nov. 

Noem. 

des. 

grudz. 

dez. 

Dec. 

RUSSIAN 

SERBO-CROATIAN 

SLOVAK 

UHB. 

jaa. 

s{je£. 

Pad. 

jan. 

4>eBp. 

veU. 

tin. 

feb. 

u&pr  (nap n) 

K&pr 

otuj. 

brez. 

mar. 

anp. 

anpHJi 

trav. 

dub. 

apr. 

M&ft 

icaj 

svib. 

kvet 

mAj. 

HJOHb  (ilOHb) 

jyra 

Up. 

<5erv. 

jun 

HKWlb  (iJOJIb) 

jyjra 

srp. 

derven. 

jul 

aar. 

ayr. 

kol. 

srp. 

hug. 

oeHT. 

oeirr. 

ruj. 

ziri. 

sept 

OKT. 

OKT. 

list 

ruj. 

okt. 

Hon6pb 

HOB. 

stud. 

list 

nov. 

neic 

A «t 

pros. 

pro*. 

dec. 

SLOVENIAN 

SPANISH 

SWEDISH 

UKRAINIAN 

WELSH 

jan. 

enero 

jan. 

cia. 

Ion. 

fcb. 

feb. 

febr. 

JIIOT. 

Chwe. 

mar. 

marzo 

mars 

6ep. 

Mawr. 

apr. 

abr. 

april 

KaiT. 

Ebr. 

maj 

mayo 

maj 

Tpaa. 

Mai 

jun. 

jun. 

juni 

«p. 

Meh. 

iuL 

juL 

juU 

JUUL 

Oorf. 

avg. 

agosto 

aug. 

oepn. 

Awst 

•cpt 

•ept  (set) 

aept 

•ep. 

Medi 

okt 

oct 

okt 

1CCOBT. 

Hyd. 

nov. 

nov. 

nov. 

OTCT. 

Tach. 

dec. 

die. 

dec. 

rpyA* 

Rhag. 

Abbreviation*  of  the  name*  of  the  month*  in  language*  not  listed  above  may  be  used 
if  they  appear  in  style  manual*  for  the  language  coooerned. 
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5 

6 
£ 


3 

_> 

< 

E- 


5 
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Subject  i Custody  of  Materials  In  the  Library**  Col  led  Iona 


Section  1.  Purpose 

This  Regulation  define#  the  reeponelbllltle#  of  the  departnente  end 
division  of  the  Library  with  reepect  to  the  cue  tody  of  the  neterlele  In  the  collec- 
tion#. Por  the  purpoee#  of  thl#  Regulation,  the  collection#  ere  defined  e#  thoee 
neterlel#  which  the  library  collect#  with  the  Intention  of  retaining  aore  or  lea# 
permanently  and  Mke#  available  to  the  Library*#  uaer#  In  the  general  and  apeclal- 
lced  public  reading  room#. 

Section  2.  Ceneral  Policy 

A*  Zt  id  the  funeral  policy  to  continue  the  claaalc  organisation  of 
the  Library*#  holding#  which  1#  designed  to  make  available*  In  and  through  a 
• Ingle  claaalf led  collection*  all  material  which  can  be  #o  organised  and  serviced* 
separate  collection#  being  maintained  only  when  the  nature  of  the  material  (e.g.  * 
motion  picture#)*  the  subject  (e.g.*  music)*  or  the  language  (e.g.*  Chlneee)  make 
the  maintenance  of  a separate  collection  unavoidable  or  advisable. 

I.  exception#  to  the  general  policy  may  be  made  in  regard  to  specific 
collection#  when  the  Library  agree#  to  a donor*#  desire  to  keep  an  ^entire  collec- 
tion a#  a unit  regardle##  of  the  format  of  the  constituent  parts?  or  when  the 
Library  determine#*  for  any  other  reason*  that  specified  materials  are  Integral 
part#  of  a particular  collection. 

C.  Each  division  and  office  In  the  Library  may  have  assigned  to  It  a 
working  collection  of  reference  material#  and  ephemera*  which  materials  may  or  not 
bacon#  part  of  the  Library*#  permanent  holding#. 

Section  3.  Definition  of  Re#pon#lblllty  fer  Custody 

Each  department  and  division  that  1#  charged  by  this  Regulation  with 
responsibility  for  the  custody  of  specific  materials  In  the  Library*#  collections 
•hall  an  Intel#*  la  accordance  with  standard#  of  care  established  by  the  Preserva- 
tion Office  and  approved  by  The  Librarian*  the  physloal  condition  and  orderly 
arrangement  of  such  materials*  Including*  according  to  current  Library  policies, 
the  selection  and  preparation  of  materia  la  for  binding*  preaurvetion  treatment* 
and*  if  neouseary*  pro  pausing.  Each  unit  shall*  In  likewise  manner*  maintain  and 
care  fnr  reference  collections  end  ephemera  assigned  to  it. 

Section  4.  Research  Services 


A.  Area  Studies 

1.  African  and  Kiddle  Eastern  Division 

n.  Enoept  for  material  specifically  eselgned  elsewhere  by 
thin  Regulation*  tba  African  and  Riddle  Eastern  Olvlelon  ban  custody  of  books* 
newspapers*  serials*  microforms*  tars  hooka*  and  manuscripts  In  the  languages* 


(Supersedes  gnidwr  1*  IfM*  Issuance 
(former  General  Order  1730)  of  LCRs  *10* 
*11-2,  *11-1*  *11-4,  *11-**  and  *14) 
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r*94rdl«t«  of  th«  scripts  wood,  within  th«  «r<<<  of  responsibility  of  lta  Kabralc 
and  Hoar  Kaat  factions,  a a daflnad  In  LCA  214-4,  rxmctlona  and  Orqanltatlon  of 
tha  African  and  Mlddla  Kaatarn  Division,  Raaaarch  Ssrvlcsa.  Thaaa  lsngxjsgsa 
include  Anharic,  Arabic,  Aramaic,  Anwnlan,  Hsbrav,  Persian,  Turkish,  Vlddlah, 
and  othara  that  ara  lndl 90000a  to  tha  waatam  Aalan  and  northarn  African  ra9lona 
within  tha  Division's  aoopa. 

b.  Tha  Olvlslon  alao  haa  cuatody  of  publication#  saploylng 
both  a European  language  and  one  of  tha  languagea  within  tha  acopa  of  lta  Habralc 
and  Naar  Kaat  Sections  undar  tha  following  clrcunstarvcesi 

(1)  Tha  publication  la  predominantly  In  ona  of  tha  lan- 
guagea within  tha  aoopa  of  tha  Nabralc  or  Haar  Kaat  Sections , regard- 
laaa  of  tha  language  of  tha  tltla  page  ( a ) / 

(2)  Tha  publication  la  prla^rlly  intended,  aa  lndicatad 
by  front  natter,  ate. , for  paraona  whoa#  flrat  languaga  la  ona  of 
thoaa  within  tha  aoopa  of  tha  Kabralc  or  Maar  Kaat  faction#,  ragard- 
laaa  of  tha  languaga  of  tha  tltla  pa 90(a)  or  tha  proportion  of  tha 
tart  la  a Europuaa  languaga  (a.g. , Instruction#  1 notarial,  bilingual 
dlctlonarlaa) 1 or 

(3)  Tha  publication  la  a bilingual  aarlal,  00a  of  tha 
languagaa  of  which  la  within  tha  acopa  of  tha  Kabralc  or  Maar  Kaat 
faction. 

2.  Aalan  Division 


for  material  apaclfically  aaalgnad  alaawhara  by 
thla  Regulation,  tha  Aalan  Olvleion  haa  cuatody  of  books,  nawapapara,  aariala, 
nlcrof orna,  ram  booka,  and  naaaacrlpta  In  Aalan  languagaa,  ragardlaaa  of  tha 
acripta  used,  within  tha  amaa  of  tha  Olvlalon'a  raaponalbllltlaa  aa  daflnad  In 
UCM.  214—4,  rxmctlona  and  Responsibilities  of  tha  Aalan  Division,  Ra#earch  Services. 
Thaaa  languagaa  lncluda  Kan gall,  Chinese,  Kindi,  I n don# #1 an,  Japanese,  Khnar, 
Korean,  Lao,  Malay,  Mongol,  Sanskrit,  Slnhalaaa,  Tagalog,  Tamil,  Thai,  Tlbatan, 
Urdu,  Tlatasnaaa,  and  othara  that  am  lndiganoua  to  Aalan  oouatrlas  within  tha 
acopa  of  tha  Division. 


b.  Tha  Division  alao  haa  cuatody  of  publications  asy  toying 
Kuropaaa  languaga  and  ana  of  tha  languagaa  within  tha  aoopa  of  tha  Dlvlalc 
undar  tha  following 


(1)  Tha  publication  is  predominantly  in  00#  of  tbs  lan- 
guagaa wlthim.hhn  aoopa  of  tha  Division,  mgardlaas  of  tha  languaga 
on  tha  tltla  pagaUli 


(2)  Tha  publication  is  primarily  intandad,  aa  lmdicatad 
by  its  front  matter,  ate.,  for  paraona  whoaa  first  languaga  la  ona 
within  tha  aoopa  of  tha  Division,  mgardlaas  of  tha  languaga  of  tha 
tltla  paga(n)  ar  tha  proportion  of  tha  tart  la  a European  languaga 
(a.g..  Instructional  material,  bilingual  dlctlonarlaa ) 1 or 
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(3)  The  publication  la  a bilingual  aerial,  ona  of  tha 
language#  of  which  la  within  tha  acopa  of  tha  Dlvlalon. 

3.  guropaan  Olvlalon 

Tha  European  Olvlalon  haa  cuatody  of  unbound  aar la la  and 
nawapapara  (with  tha  exception  of  thoaa  aaaigned  by  thla  Regulation  to  tha  Law 
Library)  in  any  of  tha  Slavic  languagea  and  In  Katonlan,  Latvian,  and  Lithuanian. 
Thaaa  include  unbound  official  aarlal  publlcatlona  laauad  by  tha  yovarruanta  of 
Bulgaria,  Czechoslovakia,  Catonla,  Latvia,  Lithuania,  Poland,  tha  (J.6.S.R.,  and 
Yugoslavia  and  publiahed  In  tha  Slavic,  Baltic,  and  waatarn  language#.  It  alao 
haa  cuatody  of  tha  following  collect  Iona  until  they  ara  cataloged!  tha  remainder 
of  tha  Yudin  Collection,  the  Priority  4 Cyrillic  Collection,  and  tha  collect  Iona 
of  uncataloged  Russian  pamphlet#  and  bound  aarlala. 

General  Reference 

1.  Collect Iona  Management  Dlvlalon 

The  Col lect Iona  Hanayeatnt  Dlvlalon  haa  reaponaiblllty  for 
the  cuatody  of  the  general  book  collect  Iona  of  the  Library,  except  for  thoee 
■utter  la  la  apaciflcally  aaaigned  by  thla  Regulation  to  another  unit  of  the  Library. 
The  Olvlalon  alao  haa  cuatody  of  the  bound  city  directoriea,  telephone  directories, 
trade  catalog,  and  aocial  registers;  and  the  collectiona  claaalfied  YA,  2(b), 
Priority  4 (except  for  the  music,  law,  rare  book,  Aaian,  Cyrillic,  and  African 
and  Middle  laatern  port ion a ) , and  the  book a which  have  bean  given  Minimum  Laval 
Cataloging. 

2.  General  Reading  Rooms  Dlvlalon 

The  General  Reading  Room  Dlvlalon,  through  ita  Microform 
Reading  Room  Section,  haa  cuatody  of  all  micro  forma  for  which  tha  hard  copy 
would  be  aaaigned  to  tha  cuatody  of  the  Collectiona  Management  Olvlalon  or  the 
Rare  Book  and  Special  Collectiona  Dlvlalon. 

3.  Science  and  Technology  Dlylalon 


The  Science  and  Technology  Dlvlalon  haa  cuatody  of  the  unpro- 
ceaaad  collection  of  technical  report  literature,  including  reporta  in  microform, 
ea  well  aa  the  atandarda  of  the  American  National  Standard*  Xnatltuta  and  other 
organizational  aa  aaaigned. 

4*  Serial  and  Government  Publlcatlona  Dlvlalon 

The  Serial  end  Government  Publlcatlona  Dlvlalon  haa  cuatody 
of  unbound  periodicals,  unbound  government  publlcatlona,  and  other  serial  publi- 
cations! hooka  In  parte  and  parts  of  monographic  aariaa  being  held  for  bindlngi 
and  restricts d-use  government  publlcatlona,  except  for  uatarlala  assigned  by 
this  Regulation  to  another  unit  of  the  Library.  It  also  haa  cuatody  of  bound 
and  unbound  nawapapara  and  nawapapara  in  microform,  except  thoaa  assigned  by  thla 
Regulation  to  tha  Afrioaa  and  Middle  eastern,  and  European  Division#,  and 

tha  Law  Library,  and  sample  issues  of  aerials  not  a elected  for  tha  collections. 

The  Division  alao  haa  cuatody  of  tha  depository  sat  of  0.S.  Government  documents 
and  tha  Padaral  Advisory  archival  collections. 
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C.  Special  Collections 

1.  Geography  and  Hap  Division 

The  Cao^raphy  and  Hap  Olvlalon  haa  cuatody  of  up  ay  nautical, 
aatronautlcal,  and  aeronautical  chart  a » globes*  photographs  with  Mp  symbols* 
pa noraaUc  views  of  a cartographic  natural  three-distension*!  aapa  (nodal all  geo- 
graphic atlaaaai  cartographic  Information  In  mschlne-reedsble  foray  aarlal  photo- 
graphs and  other  forma  of  raaota  aanalng  Imagery  of  the  surface  of  the  earth  or 
other  planetary  bodies  taken  from  airborne  or  apace borne  vehicles  for  the  purpose 
of  stepping  cultural  and  physical  features  of  the  landscape!  and  other  cartographic 
ltsna.  Including  manuscripts,  microforms,  and  rare  copies  of  such  materials, 
irrespective  of  language. 

2.  Manuscript  Division 


The  Manuscript  Division  has  custody  of  al]  manuscripts  (in- 
cluding manuscripts  in  books)  not  specifically  assigned  to  the  custody  of  other 
divisions,  snd  transcripts  and  photographic  reproductions  of  atanuscrlpts,  the 
original  of  which  would  be  or  have  been  assigned  to  the  Manuscript  Division.  The 
Division  also  has  custody  of  non-manuscript  materials  received  with  manuscripts 
1 ns eparabls  from  them  either  because  of  donor  restrictions,  because  they  explain  the 
text  of  manuscripts  they  accompany,  or  because  for  other  reasons  they  are  an  inte- 
gral part  of  the  collection.  Zn  addition,  the  Division  has  custody  of  the  Library 
of  Congreea  archives  of  historical  records,  with  the  active  adadnlstratlve  records 
maintained  by  the  Central  Services  Division. 

3.  Motion  Tic-tore,  Broadcasting  and  Recorded  Sound  Division 

The  Motion  Picture,  Broadcasting  and  Recorded  Sound  Division 
has  custody  of  all  notion  pictures  (including  paper  prints  and  photographic  stills 
from  motion  pictures),  videotapes,  and  sound  recordings  (except  for  talking  books 
for  the  blind  and  physically  handicapped ) , as  well  as  non -pictorial  amts  rials 
closely  related  to  theee  collections,  such  as  scripts,  brochures,  catalogs,  ad- 
vertising materials,  etc.  Reference  tapes  of  sound  recordings  may  be  assigned  to 
the  Bispanlc  Division,  American  Polkllfe  Center,  and  other  units  responsible  for 
providing  reference  service  on  portions  of  the  recordings  collection.  The  Division 
also  has  custody  of  all  books  is  all  classifications  and  languages  which  Include 
sound  recordings. 

4.  Music  Division 

The  Music  Division  has  custody  of  that  portion  of  the  book 
collections,  with  the  e session  of  those  materials  in  the  languages  in  the  scope 
of  the  Asian  and  African  and  Kiddle  Eastern  Divisions,  that  is  classed  in  M 
(music  and  books  on  music)*  Included  in  the  Division's  custody  are  rare  mate- 
rials, microforms,  bound  and  unbound  aerials,  libretti,  and  prints  and  photographs 
which  are  or  would  be  classed  in  M.  The  Division  also  has  custody  of  individual 
manuscripts,  manuscript  collections,  and  other  special  collections  of  musicians  or 
related  to  music  activities. 
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S.  Print*  and  Photograph*  Olvialon 


Th«  Print*  and  Photograph*  Olvialon  ha*  custody  of  th« 
following  categories  of  materials,  rsgardl***  of  rarity  or  language  of  caption* 
or  accompanying  t«xt«  Print*  produced  by  a mechanical  or  manual  proc«*e  In  any 
m«dlumi  wood  blocks,  lithographic  *ton«*  and  metal  plate*  for  print* i drawing*; 
palntlng*i  poster*!  photographic  print*  (except  notion  picture*  and  *tlll  photo- 
graph* from  motion  picture*)!  photographic  negative*  and  orglnal  photographic 
tranaparenci**!  broadside*  of  pictorial  and  calligraphic  intereat!  and  book* 
illuatrated  with  original  print*,  drawing  or  photographic  print*  or  exceptional 
historic  and  artistic  intereat.  Certain  pictorial  material*  relating  to  music 
and  directly  associated  with  the  Music  Olvialon  collection*  may  be  assigned  to 
the  Music  Olvialon!  pictorial  and  calligraphic  work*  that  are  integral  part*  of 
the  Asian  and  African  and  Middle  Eastern  language  collection*  are  aaslgned  to 
the  Asian  and  African  and  Middle  Eastern  Divisions,  respectively!  and  pictorial 
work*  that  cannot  be  separated  from  manuscript  collection*  are  aaslgned  to  the 
Manuscript  Olvialon. 

I.  Aare  book  and  Epeclal  Collection*  Olvialon 

The  Aare  Book  and  Special  Collection*  Division  ha*  custody  of 
material*  of  the  following  kinds,  when  not  specifically  assigned *to  another  unit 
of  the  Library! 

a.  Books  (Including  book*  in  manuscript)  and  non-book  mate- 
rial* considered  rare  because  of  their  unusual  monetary  value,  association  interest, 
and/or  historical  or  aesthetic  significance  or  possessing  characteristics  that 
suggest  they  will  become  rare  with  the  passage  of  time. 


and/or  foe 


b.  Books  and  non-book  material  having  text,  illustrations, 
»t  which  make  them  unusually  susceptible  to  theft  or  mutilation. 


c.  Books  and  non-book  materials  forming  parts  of  special  col- 
lections assigned  to  the  custody  of  the  Division,  developed  by  the  Division  in 
consultation  with  the  Collections  Developmsnt  Office  and  the  Office  of  the 
Assistant  Librarian  for  Research  Services,  or,  acquired  en  bloc  by  the  Library  upon 
the  recommendation  of  the  Olvialon. 


Section  $.  Law  Library 

The  Law  Library  has  custody  of  that  portion  of  the  book  collections, 
regardless  of  language,  classed  in  Jl-T  (official  gaaettea),  JX  ( international  law, 
except  for  JXl)«$~lMi),  K (lew),  and  "Law,"  including  rare  materials.  Microforms, 
bound  and  unbound  aerials*  *book*  In  manuscript,  and  manuscript*  of  book*  which  are 
or  would  be  classed  as  above  ere  also  Included  in  the  law  collections,  except  for 
materials  assigned  elsewhere  by  the  Regulation. 

•action  «.  Photodupllcstlou  Service 

the  Photoduplloetien  Service  has  custody  of  all  maatar  negative  micro- 
forms, Publication,  hoard  Ruperts  transferred  from  the  Office  of  Technical  Service#, 
Department  of  On— urea,  through  May  SI,  1M1,  and  other  miscellaneous  report 
oollectiooa. 
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APPENDIX  E.l 


Transliteration  Tables  (Cyrillic) 


TRANSLITERATION — SUvic.  (Cojcd  8) 

».rtu 

VlrtltfMl 

«rw<«  iuhh> 

IrtlH  1 

P p r 

P p r 

P p r 

P p r 

P p r 

C c « 

C f # 

C e • 

C e « 

Co  • 

T T t 

T T 1 

T T i 

T r I 

T T r 

V 7 • 

V 7 « 

V J M 

© f A 

V j « 

n n c 

v 7 « 

® ♦ / 

« ♦ / 

* ♦ / 

« ♦ / 

« ♦ / 

x z a 

x x a 

x x a 

x x a 

X x A 

a a 6* 

a b 

a a u 

lit  to 

q « « 

* n ck 

q <» 

q * a 

q * a 

q b i 

n m JM 

m ■ m 

m m «A 

m b a 

m a a 

V • 4* 

mm  1 

E tn  UcA 

— 

m n sJu 

— 

(OntfMtf  M Ml 

LtfC.OM.ntn 

Bate  !•  INt 
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Transliteration  table  (Hebrew  and  Yiddish) 


The  following  romnnizntion  tnble  attempts  to  represent  the  sound  of  the  Hebrew  or 
Yiddish  word;  for  this  the  Hebrew  follows  the  modern  Israeli  pronunciation  and  the  Yid- 
dish follows  the  Lithuanian  Yiddish  pronunciation.  In  romanizing  Yiddish  the  etymology 
of  the  words  is  ignored. 


K initial  and  final  disregard- 

ed; otherwise  ? 

2 b 

2 v (in  Yiddish,  b) 

- 

1 d 

n h 


l.i 

t. 

y (at  lieginuing  of  word  or 
syllable;  otherwise,  i) 
k 


2 (final.  V kh 


V 1 

C (final,  C)  m 
j (final,  i)  n 
0 s 


V 

c 

£ (final,  C]) 
X (final.  )*) 

& 

iff 

p\ 

n 


V 

f 

ts 

k 

r 

sh 

s 

t 

t (in  Yiddish.  fc) 


Vowels  used 
in  Hebrew 

* a 
a 

r e 

c 

1 u 

' u 

i 

\ i 

• e 


Vowels  used  in  Yiddish 
N a or  o 
*N  u 

VK  oy 

\S  i 

V e 

"N  ay.  if  pronounced  ai 

as  in  aisle,  or 
ey,  if  pronounced  ei 
as  in  weigh 


A single  prime  (')  is  placed  between  two  ietters  representing  two  distinct  consonantal 
sounds  when  the  combination  might  otherwise  Is*  ivad  as  a digraph. 


Tr.cn  his'hid 
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APPENDIX  F:  Shared  Cataloging  Countries 


LIBRARY  OF  CONGRESS 
PROCESSING  SERVICES 


Department  Memorandum  No.  110  (Addendum)  Revised  September  1984 

THIS  ADDENDUM  SUPERSEDES  ALL  EARLIER  ADDENDA  TO  DEPARTMENT  MEMORANDUM 
NO.  110 


Monographic  publications  from  the  following  countries  and  in  the  following 
languages  or  language  groups  are  the  responsibility  of  the  Shared  Cataloging 
Division: 

A.  Former  NPAC  countries  and  dates  of  coverage 

FORMER  NPAC  COUNTRIES,  1979- 


Andorra 

Austria 

Belgium 

Bulgaria 

Czechoslovakia 

Denmark 

Finland 

France 

German  Democratic  Republic 
Federal  Republic  of  Germany 


Hungary 

Iceland 

Italy 

Japan 

Liechtenstein 

Luxembourg 

Malta 

Monaco 

Netherlands 

Norway 


Poland 

Romania 

San  Marino 

Spain 

Sweden 

Switzerland 

USSR 

Vatican  City 
Yugoslavia 


B.  Former  NPAC  Countries  (regardless  of  date  of  Imprint) 

Australia 

Canada 

Great  Britain 
Ireland 
New  Zealand 
South  Africa 


C.  Languages  and  language  groups  (regardless  of  country  or  date  of  imprint) 


Afrikaans 

Albanian 

Balto-Slavic 

Basque 

Cyrillic  alphabet 


Dutch 

Finnish 

Georgian 

German 

Hungarian 


Italian 

Japanese 

Romanian 

Scandinavian 

Slavic 
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APPENDIX  G.l 


Serial  Record  File 


Entrance 


Entrance 


hallway 


3x5  file  cabinats 
Visible  file  cablneta 


O Telephone  service  jacks 

O Accessioners 

1 Senior  technicians'  desks 

2 Telephone  Reference  desks 
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Location  of  Shelving  Units  by  Number  and  Name 


1. 

Accessioning  supplies 

26. 

OVIPS  - New 

2. 

Same 

27. 

OVIPS  - Old 

3. 

Same 

28. 

Vacant 

4 . 

Bind/Label  - Bound  volumes 

29. 

MCL 

5. 

Same 

30. 

NRC 

6. 

Accessioning  Unit!/ 

31. 

Card  Out  - English 

7. 

Editorial  and  Reference  Unit!./ 

32. 

Card  Out  - Foreign 

8. 

Search  and  Visible  File!/ 

33. 

Serial  Problems 

Cataloging  Unit 

9. 

Bind/Label  - Unbound 

34  . 

MRR/GRR 

10. 

Same 

35. 

SSRR/LH4G 

11. 

Accessioning  Unit!./ 

36. 

Xerox  supplies 

12. 

Editorial  and  Reference  Unit!/ 

37. 

Same 

13. 

Search  and  Visible  File!/ 

Cataloging  Unit 

14. 

WMLC  to  Bind/Label 

38. 

Ann  Gardner 

15. 

Same 

39. 

Same 

40. 

Same 

16. 

Recently  cataloged^/ 

41. 

Same 

17. 

Same 

42. 

Same 

18. 

Same 

43. 

SRD  office  supplies 

19. 

Cat  Ref 

44  . 

Same 

20. 

CRS 

45. 

Same 

46. 

Vacant 

21. 

Title  change  - English 

47. 

Vacant 

22. 

Title  change  - Foreign 

23. 

Microform 

48. 

SRD  office  supplies 

24. 

Eur  RR  - English  titles 

49. 

Same 

25. 

FRD 

50. 

Same 

51. 

Vacant 

52. 

Vacant 

17“ 

Material  returned  from  the  Cataloging 

Section  placed  on  these  shelves. 

2. 

Material  for  pro9essing  by  Telephone 

Reference  Service. 
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Carrier  Room 

** 

Af r/ME 

59. 

Chief,  Serial  Division 

53  . 

54  . 
55. 

Same 

60. 

61. 

Copyright  Office 

Euro  RR  - Foreign  titles 

Col  Mgmt  - Telephone  Directories 

56. 

Music  Division 

62. 

Same 

57. 

Asian  Division 

63. 

Sci/CRREL 

58. 

Same 

64  . 

P4P  Division 

Sorting  Unit 

65. 

Law  - Incoming 

80. 

Disc/Dup  - U.S.  Monographs 

66. 

Same 

81. 

Same 

67. 

Same 

82. 

Vacant 

68. 

Law  - Outgoing 

83. 

Disc/Dup  - Unbound 

69. 

Same 

84  . 

Same 

70. 

Purchase  6 - Order  slips 

85. 

Bilingual  Serials  - Incoming 

71. 

Purchase  6 - Extra  copies 

86. 

Sample  Serials  - Incoming 

72. 

Same 

87. 

E*G  - NAL/Weather  Bureau 

73. 

Law  - Outgoing 

88. 

Monographs  - Desc  Cat 

74. 

Same 

89. 

Same 

75. 

Disc/Dup  - Bound  volumes 

90. 

Vacant 

76. 

Same 

91. 

Vacant 

77. 

Same 

92. 

Vacant 

78. 

Disc/Dup  - Unbound 

93. 

Share  - NPAC 

79. 

Same 

94. 

Share  - NPAC 

PLEASE  NOTE:  Any  material  to  be  forwarded 

to  a Division  not  cited  in  this 

list  should  be  placed 

in  the 

Miscellaneous  material  bin 

which  is  located  in  the  Sorting  Unit 

. This  material  will  be 

mailed  out  by  Sorting 

Unit  personnel 
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APPENDIX  G.  2 ( continued ) 


GLOSSARY 


AACR  (ANGLO-AMERICAN  CATALOGING  RULES).  A code  of  rules  used  for  the 
cataloging  of  various  types  of  materials,  including  serials.  The  first 
edition,  AACR  1,  was  used  from  1967  till  1980.  The  second  edition,  AACR2, 
was  adopted  in  1981. 

ACCESSIONING.  The  process  of  adding  or  checking-in  serial  issues  to  the 
library's  files. 

ANALYZED  IN  FULL.  A series  in  which  each  title  is  cataloged  separately. 

ANALYZED  IN  PART.  A series  in  which  some  titles  are  cataloged  separately 
and  others  are  recorded  in  the  serial  record. 

ARREARAGE.  Uncataloged  publications,  including  a large  collection  of 
serials,  initially  received  prior  to  1971.  Serials  in  the  arrearage  have 
been  recorded  in  the  serial  record. 

BILINGUAL  SERIAL.  A serial  which  has  text  in  more  than  one  language,  and 
one  of  the  languages  is  a non-roman  alphabet  language  not  handled  by  the 
Serial  Record  Division. 

BIND/LABEL.  1)  Type  of  material.  Serials  usually  issued  annually  or  less 
frequently  which  are  to  be  shelved  individually.  2)  Destination.  Refers 
to  the  Bindery  and  Labeling  areas  where  Bind/Label  serials  are  sent  before 
shelving . 

CAPTION  TITLE.  A title  which  appears  above  the  beginning  of  the  text. 

CARD  OUT.  A card  placed  in  the  file  to  replace  the  serial  record  entry 
card  when  removed.  The  card  out  should  contain  the  essential  information 
from  the  entry  card  such  as  entry,  retention  decision,  call  number,  etc. 

CATALOGING.  The  description  of  a publication  as  to  its  bibliographic 
features  and  subject  content.  Also  the  establishment  of  filing  entries. 

CODEN.  A 6-digit  code  (usually  letters)  found  in  some  serials.  The  CODEN 
is  assigned  by  Chemical  Abstracts. 

COLLECTED  SET.  One  or  more  sets  in  a series  which  are  classed  under  the 
same  call  number  and  shelved  together. 

CONSER  PROJECT.  A cooperative  cataloging  project  for  conversion  of  serial 
cataloging  records  to  machine-readable  format,  input  of  new  records,  and 
maintenance  of  a national  data  base,  currently  on  OCLC. 

COVER  TITLE.  A title  taken  from  the  cover  of  a serial  which  lacks  a title 
page.  Also,  a title  found  on  the  cover  which  differs  from  the  title  on  the 
title  page. 
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CROSS  REFERENCE.  A referral  from  one  form  of  entry  to  another  form  in  a 
file. 

CURRENT  ISSUES  ONLY.  A retention  decision  which  applies  primarily  to 
periodicals  but  may  also  be  used  for  annuals  which  are  of  current  use  only. 
In  the  case  of  periodicals  "current"  is  defined  as  the  current  year  minus 
one,  or  the  last  two  years.  Periodicals  with  this  decision  are  not  bound; 
older  issues  are  discarded  when  no  longer  current. 

CUMULATIVE  INDEX.  An  index  covering  more  than  one  year  or  one  volume. 

CUSTODIAL  DIVISION,  CUSTODIAN,  CUSTODY.  Terms  which  describe  the  division, 
etc.  responsible  for  housing  and  servicing  a serial.  This  may  be  a tempo- 
rary or  permanent  responsibility. 

DUPLICATES.  Additional  copies  of  Bind/Label  serials  which  are  not  needed  to 
fill  sets  or  X-copy  assignments.  Duplicates  are  sent  to  Exchange  and  Gift 
Division  for  exchange  or  disposal. 

ENTRY.  The  word  or  phrase  by  which  a title  is  filed  in  the  serial  record. 

EPHEMERA.  Materials  of  little  or  no  value  to  the  library  which  are  normally 
discarded  upon  receipt. 

EXTRA  COPY.  An  additional  copy  of  a current  periodical;  all  extra  copies 
are  checked  and  sent  to  the  custodial  division.  Once  a volume  has  been 
bound  extra  copies  are  discarded. 

FINDER.  A card  in  the  serial  record  for  non-serial  material  frequently 
received  in  SRD  providing  instructions  for  its  disposition. 

ISSN  (INTERNATIONAL  STANDARD  SERIAL  NUMBER).  An  8-digit  number  assigned  to 
many  serials  which  can  usually  be  found  on  the  titlepage,  cover,  or 
editorial  page.  It  is  also  added  to  the  serial  record  entry  card  when 
available  and  serves  as  a means  of  identification. 

JURISDICTION.  A place  used  as  the  first  filing  word(s)  in  the  entry. 
Jurisdiction  may  be  a city,  county,  state,  country  or  other  geographical 
designation. 

KEEP  MATERIAL.  Refers  to  titles  for  which  one  or  more  sets  will  be 
retained  in  the  permanent  collection;  any  unbound  issues  will  be  bound  once 
the  volume  is  complete. 

LOOSE-LEAF  PUBLICATION.  One  which  is  intended  to  be  updated  by  revisions  or 
change  sheets;  loose-leaf  publications  are  usually  issued  with  perforations 
for  placement  in  a binder. 

MAIN  SERIES.  A series  containing  individual  titles  which  are  themselves 
series  or  serial  titles. 
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MARC  RECORD  (MACHINE-READABLE  CATALOGING  RECORD) . A cataloging  record  which 
appears  on  an  online  data  base  (OCLC,  MUMS) . All  MARC  records  are  tagged 
and  coded  according  to  the  appropriate  MARC  format  for  the  type  of  material 
(i.e.,  serials,  books,  etc.) 

MASTHEAD  TITLE.  A title  appearing  above  the  table  of  contents  or  editorial 
page. 

MINIMAL  LEVEL  CATALOGING.  Cataloging  performed  on  low  priority  keep 
materials.  Titles  cataloged  as  MLC  are  not  given  subject  headings  or 

classification  numbers.  Instead,  a shelf  number  prefaced  by  "VMLC"  is  used 
and  is  found  on  the  entry  card  in  the  call  number  box.  MLC  titles  are  not 
bound;  they  are  sent  for  labling  and  are  housed  in  the  custodial  divisions. 

MONOGRAPH.  A nonserial  item  or  an  item  either  complete  in  one  part  or 

complete,  or  intended  to  be  completed,  in  a finite  number  of  separate  parts. 

MUMS.  The  Library  of  Congress'  cataloging  data  base.  Serial  records  are 
input  first  into  OCLC  through  the  CONSER  Project,  then  loaded  by  tape  into 
MUMS. 

NEWSPAPER.  A serial  publication  which  is  mainly  designed  to  be  a primary 
source  of  written  information  on  current  events  connected  with  public 
affairs,  either  local,  national  and/or  international  in  scope.  It  primarily 
contains  a broad  range  of  news,  and  is  not  limited  to  any  specific  subject 
matter.  A newspaper  is  usually  printed  on  newsprint,  and  is  issued  daily  or 
at  other  short  intervals. 

NEWSPAPER  FILE.  A 3x5  file  of  newspaper  titles  located  above  the  D section 
of  the  serial  record. 

NON-KEEP  MATERIAL.  Serials  which  are  not  bound  and/or  retained  for  the 
permanent  collection.  These  include  serials  with  retention  decisions  of 
Current  issues  only.  Discard,  Send  unchecked  to  ...,  and  Review  before  bind. 
(The  latter  may  become  'Keep  material'  after  it  has  been  reviewed  by  the 
Selection  Officer) . 

NOT  ANALYZED.  A series  in  which  none  of  the  individual  titles  in  the  series 
are  cataloged. 

OCLC.  A national  data  base  which  contains  a large  file  of  cataloging 
records,  including  the  serial  records  input  through  the  CONSER  Project. 

OFFICIAL  PUBLICATION.  A government  publication,  this  is  an  old  term  that 
will  be  found  at  the  bottom  of  older  serial  record  entry  cards. 

OVIP  (OTHER  VOLUMES  IN  PROCESS) . A Bind/Label  serial  for  which  there  is  no 
call  number  on  the  entry  card. 

PERIODICAL.  A serial,  usually  issued  more  frequently  than  annual,  for  which 
multiple  issues  must  be  bound  together  before  shelving. 
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PURCHASE  ORDER,  A temporary  card  or  slip  placed  in  the  serial  record  to 
indicate  that  a title  has  been  ordered  by  the  Order  Division. 

RETENTION  DECISION.  The  decision  whether  to  keep  a serial  title  for  the 
Library's  permanent  holdings,  retain  the  current  issues  only,  or  discard. 
The  retention  decision  is  stamped  on  the  entry  card. 

REVIEW  BEFORE  BIND.  Before  the  custodial  area  can  bind  a serial  with  this 
decision,  the  issues  must  be  resubmitted  to  the  Selection  Officer  who  will 
decide  whether  they  should  be  kept  and  bound  or  discarded. 

SERIAL.  A publication  issued  in  successive  parts  bearing  numerical  or  date 
designations  and  intended  to  be  continued  indefinitely.  Serials  include 
periodicals,  newspapers,  annuals  (reports,  yearbooks,  etc.) , the  journals, 
memoirs,  proceedings,  transactions,  etc.  of  societies,  and  numbered  mono- 
graphic series. 

SERIAL  RECORD.  The  chief  file  listing  the  holdings  of  serials  in  the 
Library  of  Congress.  It  consists  of  three  separate  files;  the  Visible  file, 
3x5  filed,  and  sheet  shelflist. 

SERIES.  A group  of  publications  which  bear  a collective  title  as  well  as  an 
individual  title  for  each  piece.  Series  may  be  numbered  or  unnumbered. 

SERIES  TITLE  PAGE.  A page  preceding  or  following  the  title  page  bearing  the 
series  title  and  other  information  pertinent  to  the  series. 

SHEET  SHELFLIST.  A book  listing  which  is  the  oldest  part  of  the  serial 
record.  Accessioning  is  no  longer  done  in  the  sheet  shelflist. 

SPECIAL  FORMAT  MATERIALS.  Serials  which  contain  parts  issued  in  a special 
format  other  than  print.  For  example,  phonodiscs,  cassettes,  floppy  disks, 
etc. 

SPINE  TITLE.  A title  appearing  on  the  spine  of  the  serial. 

SUBSERIES.  A series  within  a series,  or  a serial  title  within  a series. 

3x5  (THREE  BY  FIVE)  FILE.  A part  of  the  serial  record  consisting  of  3x5 
cards  in  drawers,  located  above  the  Visible  file.  The  3x5  mainly  contains 
entries  for  annual  serials,  many  of  which  are  no  longer  received. 

TITLE.  A word  or  phrase  normally  appearing  on  the  publication  which  names 
the  serial. 

TITLE  PAGE.  A page,  usually  found  at  the  beginning  of  an  item,  bearing  the 
title  and  often  publishing  information.  Generally,  the  first  page  of  text 
is  not  considered  a title  page,  nor  is  the  editorial  page.  Many  periodicals 
do  not  bear  a separate  title  page  and  for  these  the  cover  serves  as  a title 
page  substitute. 
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TREATMENT  CARD.  A hard  card  which  bears  series  treatment  information  on  the 
verso. 

VISIBLE  FILE.  The  largest  part  of  the  serial  record,  consisting  of  4x6" 
hard  cards  in  trays.  Most  currently  received  titles  are  found  in  the 
Visible  file. 

X-COPY.  Additional  copies  of  Bind/Label  serials  which  are  used  for  re- 
ference purposes.  All  X-copies  will  have  special  assignments  to  a particu- 
lar office,  division,  or  other  location. 
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INDEX 


AACR,  62 

Accessioning,  88-121,  230-246 

Add  to  cards,  209 

Analyzed  in  full,  197,  199,  200,  202, 
210 

Analyzed  in  part,  197-199,  202,  209 

Assignment,  26,  29-30,  33,  95,  100, 
113-115,  118,  128,  132,  144,  151, 
157,  161-162,  207,  243 

Assignment  slip.  See  Special 
assignment  slip 

Authority  card,  38,  41 

Bilingual  serials,  185-186,  244 

Bind/label,  5,  22,  29 

accessioning,  111-120,  243 
series,  198,  203,  207  209 
shelves,  271,  273 

Blanket  order,  53,  54 

Bound  serials,  22,  24,  26,  28-29,  106, 
112-113,  116-117,  154-155,  198, 
231-232,  243 

Caption  title,  8 

Card  out,  39,  44-47,  122-126,  132-133, 
135,  138,  143,  152-154,  188 

Card  out  slip,  122-123,  127,  136 

Cataloging,  34-35 

Changes,  128 
assignment,  144 
designation,  124,  139-141 
frequency,  124,  143 
heading,  124,  129,  131-136 


Changes  (cont.) 

office  symbol,  124,  144 
retention  decision,  124,  144 
routing,  145 

title,  124,  129-130,  132-138 
CIP,  60 

Collected  set,  196,  199,  207,  211-224 

College  catalogs,  173-176,  244 

Color-coded  overrider,  45,  48,  49 

Comic  books,  171,  244 

Common  title,  7,  15-16,  20,  64-65, 
67-68,  71 

Conference  publications,  16,  19 
CONSER,  34 

Continuation  copy,  53,  54 

Copyright  copy  48-51,  60,  100-101,  106, 
151 

Cover  title,  8,  9 

Cross  references,  37-39,  42,  78-79, 
82-83,  85-87,  129,  173 

Cumulative  indexes,  103,  188-190 

Current  issues  only,  24,  106-108,  116, 
132 

Custodial  divisions,  28-29,  107-108, 
115,  163-165,  185,  207,  225,  258-263 

Custody,  28,  258-263 

Designation,  7,  10,  12,  16,  88-95, 
139-142,  204 

Directories 

business,  178,  182,  244 
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Directories  (cont.) 
city/street  address,  178,  183,  244 
criss-cross,  177,  182,  244 
high  school/prep-school,  177,  245 
social  registers,  178,  184,  245 

Discards,  23,  25,  104-108,  111-112, 

116,  132,  163,  166,  171,  173-174,  177 

Duplicate  copies,  26,  55,  106,  111, 

151,  153,174 

Duplicate  entries,  153 

Ephemera,  171,  245 

Errors,  recording  of,  104,  139-140,  142 

Exchange  copy,  48,  49,  57-59,  106 

Extra  copies,  26,  55,  106 

Filing,  36,  70-71,  78-80,  248-252 

Frequency,  95-100,  231-241 

Gift  material,  48,  49,  51,  57,  59,  60 

Hard  card.  See  Serial  record  entry  card 

Hispanic  material,  53,  56 

Holdings  card  (3x5  file),  45-47,  225 

Indexes,  recording  of,  95,  101,  103 
See  also  Cumulative  indexes 

Initial  articles,  70,  248,  251 

Initialise,  65-66,  70-71 

Initials,  85,  86,  106,  111,  116,  243 

ISBN,  11 

ISSN,  10-11,  14,  37,  71,  139,  153 

Issuing  body,  37,  63,  73-79,  82-83, 

107,  112,  128,  132,  136 


Jurisdiction,  37,  79-81,  112,  252 

Keep  material,  2,  26,  34,  153,  173 

Keep  sets,  26-27,  106-108,  111-112,  116 

Law  call  number,  116 

LC  call  number  (LCN) , 38,  40,  113-116, 
118,  128,  146,  156-157,  161-162, 
195-197,  207-209 

LC  card  number,  37,  40 

LC  publications,  156-160 

Linking  notes,  37,  40,  83,  136 

Loose-leaf  material,  16,  165-170,  245 

Main  series,  191,  194,  196,  202-205, 
208,  210,  217-224 

MARC  record,  34-36,  143,  188 

Masthead  title,  8 

Microforms,  225-229,  245 

Minimal  level  cataloging,  115,  121,  277 

Monograph  slip,  200-201 

Monographic  series.  See  Series 

Monographs,  15-20,  104,  165,  191-192, 
196,  200-202,  210,  245 

Multiple  copies,  28,  45,  100-101,  112 

New  serial  (NS)  slip,  133-134 

Newspaper  file,  163-164,  277 

Newspapers,  163-164,  246,  277 

Non-keep  material,  2,  34,  153-154 

Not  analyzed,  197,  199,  202,  215-219 
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NS  slip.  See  New  Serial  (NS)  slip 

NSDP  sanple,  57,  61 

OCLC,  34,  135,  188 

Other  volunes  in  process  (OVIP) , 
146-148 

Out  card.  See  Card  out 
Overriders,  45 

by  frequency,  95-100,  231-234 

by  source,  48-49,  51,  54,  56,  58-59 

microforms,  227,  229 

recording  on,  95 

series,  202-203.  See  also 

Color-coded  overrider 

OVIP  slip,  146-148 

OVOP  stanp,  57,  59 

Parallel  title,  65,  69,  71 

Part  title,  65,  67-68,  71 
Periodicals,  22,  29 

PL-480,  57 

Pornographic  materials,  187,  246 

Purchase  copy,  48-50,  53-55,  60,  106, 
111,  149-151 

Purchase  orders,  37,  39,  43,  149-150 

"Purchase  6"  slip,  55,  111 

Rare  books,  161-162 

Rejected  for  analysis  slip,  200,  201 

Resorting,  62,  71,  85-86 

Retention,  23-25,  37-38,  128,  144 

Review  before  bind,  24-25,  106-108, 
116,  132 


Revised  editions,  15-16,  19 

Routing,  26,  29,  31-32,  37-38,  46,  100, 
106,  108,  111,  116,  144-145,  195, 
198-199,  207,  243 

Sample  discard,  23,  25,  104,  106,  108, 
111-112,  116,  132 

Send  unchecked,  23,  25,  106-108,  110, 
112,  117,  132 

Serial  record,  i,  6,  36 
filing  in,  248-252 
searching  in,  62-84 
layout,  270 

Serial  Record  Division,  i,  1-5 
layout,  270-274 
organization  chart,  4 

Serial  record  entry,  62-63 

Serial  record  entry  card  (Hard  card) , 
36-37,  40,  45 

Serial  record  stamp,  51,  60 
Series,  10-11,  15,  17,  191-224,  246 
Shared  cataloging  countries,  200,  268 
Sheet  shelflist,  36 
Special  assignment  slip,  115,  118 
Special  issues,  101,  103-104 
Spine  title,  8 

Subseries,  191,  194-196,  202-205,  208, 
210 

Supplements,  95,  101-103,  165,  170, 
204-206 

3x5  file,  36,  45-47,  152,  225,  228,  270 
Title/heading  change  slip,  133,  135 
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Title  page  title,  8,  9 

Treatment  card  (Series),  37,  195-199, 

207,  209,  212,  214,  216,  218,  220,  222, 
224 

TX  number,  50,  52,  60 
Unbound  serials,  21,  28,  116,  117,  154 
Uniform  title,  64,  70,  71 
Unstamped  material,  50,  51,  55,  60 
Visible  file,  36 

X-copy,  26-27,  29,  113-115,  151,  159 
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